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Abstract 

This independent study module is intended to 
introduce business administration students and managers to business 
information available in books, periodicals, and other library 
sources, and to teach library search strategies for the acquisition 
of needed information with a minimum expenditure of time. The module 
consists of six parts. The first; three begin with specific objectives 
and end with exercises on locating books on business topics using (1) 
the card catalog, (2) indexes and abstracts, and (3) general business 
reference works. Exercises at the and of part three are intended to 
illustrate the types of questions such sources can answer and affords 
practice with these sources. Part four introduces specialized sources 
in the functional areas of business: finance, human resources, 
production, marketing, accounting, and law.. The fin£l instructional 
unit pulls together material from the previous chapters and 
demonstrates .search strategies with three outlined examples: company 
information, industry/product/market information, and general 
business topic. Answers to exercise's are provided in part six. A 
study guide is provided in the introduction. (RAA) 
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INTRODUCTION -iii 



The ability to locate information in an organize^ and efficient way is an 
important skill for business students and managers. The more you as a 
student or manager know about library skills and resources important in 
business, the more productive you will be in time allotted to library 
research. As you become a more sophisticated library user, you will spend 
less time locating needed information and will be less likely to overlook 
valuable publications. 

The interest of managers in business information sources is illustrated 
by publication of journal articles such as the following: "Business 
Facts: Where to Find Them" ( MSU Business Topics , Summer, 1976), "Sources 
of Industry Statistics" ( Harvard Business Review , January-February, 1979), 
"The Reference Library: Resource for 4 Small Business" ( Journal of Small 
Business Management , January, 1979) , and "The Well-Read Manager" ( Harvard 
Business Review , July-August, 1972) . The latter article points out that 
"managers must know the literature in their profession if they wish to 
keep abreast of current developments and have ready -access to published 
information on specific topics. . .Books and periodicals might just as well 
have never been published unless the manager knows where to find them" 
(pages 134-135). 

This self-instructional learning module with exercises is- intended to 
serve as an eye-opener to the wealth of information available on business 
topics in books, periodicals, and other publications. It is intended to 
.help you become a more efficient and effective library user, to help you 
find more quickly the information you need for assignments and other 
purposes. The module is designed to introduce you to important business 
reference books, suggest strategies to follow when looking for information 
on companies, industries, and other business topics, and review basics of 
card catalog and periodical index usef The business reference books cited 
are examples of sources you are likely to use in business courses and in 
work as a manager; particular sources consulted will of course vary from 
project to project. A word on card catalog and periodical index use: 
if -you do not know the "basics/ 1 ' you will spend an unnecessarily great 
amount of time seeking library material for a given project or, worse, 
you will not even find publications which may be "just right" for your 
project. 

The module, is intended as a subject-oriented supplement to the Library 
Orientation course (35:010) offered by the Department of Library Science. 
Parts One and Two review basics of card catalog and periodical index use 
for those who have already taken Library Orientation and introduce the 
same important basics for those who have not yet had the opportunity to 
take this course. 

Parts of the Module 

This module consists of six parts. The first three parts begin with 
specific objectives and end with exercises (Solutions for these are in 
Part Six.). Part One is called Locating Books on Business Topics: The 
Card Catalog, while ?art Two £s titled Locating Articles on Business Topics: 
Indexes and Abstracts. 
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Part Three introduces different types of business reference books. The 
specific sources described are ones often used in connection with busi- 
ness courses at UNI. The exercises at the end of Part Three are intended 
to illustrate the types of questions such sources can answer , and to give 
you practice in vising such sources. / 

Part Four contains somewhat more specialized sources used in various func- 
tional areas of business. This part is intended to increase your aware-: 
-ness of reference sources which cover specific business disciplines. ; 
Additional specialized sources in areas such as finance, human resources, 
production, marketing, accounting, and law can be identified with the ; 
help of "guides to business literature, described in Part Three, Sectiop 
One . ; 

Part Five is an attempt to pull together material from the first four 
parts and illustrate how sources from these previous parts might be uti 1 . 
lized in a systematic search for information on accompany, industry, or 
other business topic. Three search outlines are provided; they are general, 
but if you follow the approach they suggest you are more likely to find 
the information you need for a given project in a shorter period of time. 

Part Six consists of answers to the exercises in Parts One through Three. 
Suggested Approach in Studying the Module 

Part One— Locating Books on Business Topics: Read the pages in this part of 
the module and examine the two volume £*brary of Congress Subject 
Headings (on the dictionary stand at north end of card catalog) . Next 
complete the exercises at the, end of Part One. Afte r completing the 
exercises, check your answers against those given in Part Six, reviewing 
* problem areas. 

Part' Two— Locating Journal Articles: Read the pages in this part of the 

module and examine the List of Serials (see copies on dictionary stand 
in indexes & Abstracts area) . Pay particular attention to the sample 
entry and the explanation of symbols and abbreviations at the front of 
List of Serials . Next complete the exercises at the end of Part Two. 
After conpleting the exercises, check your answers against those given ^ 
in Part Six, reviewing problem areas. 

Part Three— Locating Information on Business Topics: Read the pages in 

this part of the module; pay particular attention to the introduction 
to each section. We recommend you examine at least two or three 
sources in each section, noting type of information presented, 
arrangement of the information, and type of indexing. Next complete 
the exercises at the end of Part Three. After completing the exer- 
cises, check your answers against those given in Part Six, reviewing 
problem areas . 

Parts^ One-Three : Don't forget to read the objectives at the beginning of 
thefee three -parts. Consider the objectives as you read the material 
and complete the exercises in each part. 

Part Four — Specific Discipline Sources: Part Four is intended to increase 
your awareness of specialized reference sources in different subject 
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areas. Read the entire part; pay closest attention to the subject 
areas of greatest interest to you. There are no exercises. 

Peart Five — Business' Information Search Strategies: <Part Five is intended to 9 
illustrate how skills and resources from the frrst four parts might fit 
together in a systematic search for business information. Read Part Five. 
There are no exercises. 

Ask for help at the Reference Desk if you have trouble understanding explanatory 
material or exercises. 

Very Important 

It is very important that you return the business reference books to the shelf 
after examining them. Your classmates will be examining the same sources, of 
course, and many other students and facuTEy use these books for assignments 
and projects. Be sure to reshelve the books in the correct location. 



Locations 

Abstract Shelves — main level, north center (North is to your right as you 
Bound Periodicals— lower level, west walk into the UNI Library.) 

Career Collection — main. level, room 226 
Current Periodicals — main level, northwest 
Documents & Maps 'area — upper level, north center 
Index Tables — main level, north center 

Microform Room — lower level, east side, across from Reserve Desk 
Periodical Desk — main level, northwest (in Current Periodicals area) 
Reference Desk and Reference Collection — main level, center 

There is a building directory ahead and slightly to the left as you walk into 
the UNI Library. If you have trouble finding anything mentioned in this module, 
ask for help at the Reference Desk. 
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PART ONE — LOCATING BOOKS ON BUSINESS TOPICS; THE CARD CATALOG 



Objectives: 

1. After reading Part One, the student will state whether particular 
types ^of publications (such as books, maps, and articles) are listed 
in the card catalog; for types of materials not usually listed in the 
catalog, the student will explain how to determine whether the library 
collection includes a particular publication. 

2. Given a sample catalog card, the student will identify the various 
elements of information on the card. 

3. Given a particular topic, the student will utilize Library of Congress 
Subject Headings to determine the most appropriate .card catalog subject 
headings for locating books on the topic. 

4. Given a need for a certain type of publication (such as a subject 
dictionary, yearbook, almanac, bibliography, or encyclopedia), the 
Student will explain how tb check the card catalog to determine whether 
the Library has such a publication. 

5. Given a sample of card catalog headings, the student will state whether 
they are correctly filed. 

6. Given the call numbers for particular books, the student will state 
where the books are shelved in the Library. ^ 

7. Given a sample of • call numbers, the student will state whether 
they are in correct order. % 

8. Having been told a particular needed book is not in its designated 
place in the Library, the student will* state which library services 
could be utilized in an attempt to locate the book. \ 
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PART ONE—LOCATING BOOKS ON BUSINESS TOPICS: THE CARD CATALOG 



A search for information on a business topic often will begin with the card 
catalog, which is the most important single guide to library resources. 
The card catalog is a fairly complicated tool. Knowing the basics discussed 
in Part One will reduce the chances of your missing library materials which 
are listed in the catalog, or not finding materials on your research topic 
which actually are available in the Library. Ask for "Guide to Use of the 
Card Catalog" (at the Reference Desk) after reading Part One if you want more 
information. When you have problems using the catalog, or other library 
resources, ask for help at the Reference Desk. 



What Is the Card Catalog? 

The card catalog is an alphabetically arranged list of most books, periodical 
titles (not individual articles), certain microforms, and other selected 
materials in the Library. Most U.S. government publications are not listed 
in the main card catalog; use special indexes such as Monthly Catalog of U.S. 
Government Publications , shelved in the Documents & Maps area on the top 
floor of the Xibrary', to locate such materials. Individual pamphlets, maps, 
and articles also are not listed in the main card catalog. You must consult 
indexes or simply browse to find relevant journal articles on a particular 
subject. Most of the Library's maps are housed in the Documents & Maps 
area. Pamphlets are arranged .by subject in the Library's information files. 

If a book is in the library collection, it usually is listed in the card 
catalog under the author, title, and subject of the book. If you want to 
see a book listed in your Quantitative Methods textbook, for example, look 
up either the author or the title to see if the library collection includes 
the book. .On tfce other hand, if you do not already have the author or title 
of a specific book, but instead want material on a certain subject such as 
motivation research in marketing", you can use the card catalog to compile 
a list of books in the Library on that topic. Below are examples of the 
author, title, and subject cards in the card catalog fdr a particular book: 



5415 
• 125 
B74 
1978 



nrTttf Stcuart Hendersont 1907- 
(T\ Psychological principles ot marketing 
^Ind consumer behavior / Steuart 
Henderson Brltt. Lexington f Mass* : (4) 
Lexington Books, cl97&. w 
xvlli, 532 p. : ill. t 24 cm. 
^Bibliography: p. 4S7-523. 
Includes Index. 



1 • Marketing — Psychological aspects. 
2. Advertising — Psycho log ica I as pec ts. 
3« Motivation research (Marketing) 
4« Consumers — Psychology. - I. Title 



-P^y 



IaCft 22 Nov 78 3396612 NIVvdc 



'77-7S6Sfi 



Author card : There is an 
entry for the book under 
the author's last name. 



1. Call number—identifies book and indicates location on the shelf 

2. Author—gives full name and dates of birth and death if known 
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3. Title — exact title copied from the title page of the book 

4. Imprints-place of publication, publisher, and date of publication 

5. Collation — number of pliges, whether book includes illustrations, etc. 

6. Notes — indicates whether book includes, a bibliography, sometimes 

includes othet information \ 

7. Tracings;--You will find a card for the book under each of these 

headings. V' The ones preceded by Arabic numerals are 
subject hidings; "Title" means there is an entry 
under the trfci£_of "the book. s 



4p 

5415 
► 125 
B74 
1978 



Psychological, principles of marketing 
and conauner bchavlo r 

^Brltti Stcuapt Henderson* 11307— 
1 Psychological principles of marketing 
and consumer behavior / Stouart 
Benderson Brltt. Lexington* Mass. * 
Lexington Books, cl97fc. " 

xv i 1 1 i 532 p. : ill. • 24 cm. 

Bibliography: p* 487-523* 

Includes index* 



1. Marketing — Psychological aspects. 

2. Advertising — Psychological aspects. 

3. Motivation research (Marketing) 
4« Consumers — Psychology* !• Title 



LLlULt- 



.NIHlMrt 



77-7S65 fiJ 



Title card : There is an entry 
for the book under its title. 



HF 

5415 
.125 
B74 
197S 



MOTIVATION RESEARCH (MARKETING) 



Brltti Steudrt Henderson, 1&07- 

Psycholofjlcal principles of marketing 
and consumer behavior / Stouart 
Henderson Brltt. Loxlngtoni Mass. : 
Lexington Books, clfc7b. 

Jvili, 532 p. : 111. ; 24 cm. 

Bibliography: p. 4S7-523. 

Includes Index. 



1. Marketing — Psychological aspects. 

2. Advertising — Psychological aspects. 

3. Motivation research (Marketing) 

4. Containers — Psychology. I . Title 



IaCf t 
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77-7S65o 



Subject dard ; This is one of 
the four subject-headings under 
which you'll find an entry for 
this book (see tracings for 
other three headings) . When 
you find a book that's right on 
target, check the tracings to 
see what other subject headings 
were assigned to the book; perhaps 
one of these headings is better 
than the ones you've been using. 



Aren't Finding Many Books on Your Topic Listed in the Catalog? 

There are two lilely explanations: (1) the Library uses one word or phrase 
to categorize books on the topic and you use a different word or phrase; and 
(2) the Library actually does not have many books dealing primarily with -the 
subject you are researching. 

• ; • . 10 . . 



PART ONE 



To get around the first problem and to save time in the long run, you should 
learn how to use Library of Congress Subject Headings ( LCSH) , two large red 
volumes^jpn a dictionary stand at the north end of the card catalog* The 
Library's catalogers use this list to ensure that books on the same topic 
are listed under the same subject heading in the card catalog. 

Here are two, specific situation^ in which you might use the LCSti : 

l/ You look up words such as "production processes" in the card' 
catalog and find only a few books listed. These are cards for 
books whose titles happen to begin with the words "production , 
processes." You wonder if you are using the right subject 
heading, so you look up "production processes" in LCSH ; there, 
you are told to use a different heading, MANUFACTURING PROCESSES 
(see below) : 



sa = see also; NETWORK ANALYSIS (PLANNING) 
is a related heading you might try in 
the catalog. 



Production planning 

sa Network analysis (Planning) 
x Manufacturing planning 

Process planning 
xx Planning 

Production engineering 
Production process 

Sec Manufacturing processes 
Production standards (Indirect) 



x = Terms falling under a single x, Manu- 
facturing planning and Process planning 
in this case, are not used as subject 

headings in the card catalog. 

\ y 

xx = Terms preceded by a double x, PLANNING 
and PRODUCTION ENGINEERING, are related 
headings which you might try in the card 
catalog . 

Under the heading MANUFACTURING PROCESSES you will find several 
more books listed. 

2. You are studying the notion of how to motivate people to buy 
a product. You look in the card catalog under the subject 
heading MOTIVATION RESEARCH (MARKETING). You examine these 
books but find they are not exactly what you had in mind. You 
then look up the term MOTIVATION RESEARCH (MARKETING) in LCSH . 
Listed beneath the heading (see below) are several related 
headings. Perhaps the subject heading ADVERTISING-PSYCHOLOGICAL 
ASPECTS better captures the concept you are researching. You 
can £hen go back to the catalog and look up this heading; 
several books are listed. 



/ 



Motivation in sports ~ " 

See Sports— Psychological aspects 
Motivation research (Marketing) 

xx Advertising— Psychological aspects 
Marketing research 
Motivation (Psychology) 
Research 
Motive (Islamic la*) 



Terms preceded by xx may be 
used as card- catalog subject 
headings. Terms preceded by 
a single x are not used. 
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The second explanation mentioned at the beginning of this section was that 
the Library does not have many books dealing in a substantial way with the 
topic you are researching. Don't assume the Library has no material on a 
-topic just because you find no books listed in the card catalog under a 
particular subject heading. A given topic may be too new or specific to have 
been afforded a book- length treatment. Yoo may need to look under a broader 
subject heading, identified with the help of LCSH ? perhaps a chapter of a book 
listed und,er a broader heading will be useful. Alternatively, you should 
consider looking up the subject in an. index to periodical literature or an 
index to government publications. If an entire book hasn't been written on 
a topic, perhaps an article has been 'published recently on the subject. 

Important Subject Heading Subdivisions 

: This section and the next one on filing rules are meaut to introduce you to 
.a few basics of card catalog organization and arrangement. The card catalog 
.is a relatively complicated tool; the more you know about its organization, 
the less the likelihood *of your missing things which are entered there. 

■ t 
There are four basic types of subdivisions: publication form, topic, time 
period, and geographical. Two examples of the first type follow. 

Suppose you are doing research on a particular subject and want to know if 
the library collection includes an 'already Compiled list of books and articles 
on that topic (that is, a bibliography). To determine this, look up the 
subject heading in the card catalqg to see if there is a bibliography sub- 
division. Here's an example (see left^ below). 



z 

7164 
C81V2S 



JOtt SAT J S FACTION--? I BL ICC^APHY • 



Walsh, Vuth M» 

Job s*it i 8l«ct ior. ani notlvrtt ion : an 
annotated b I bl lo uropby / co-anl'otl an -1 
edited >y Tuth >alsh and Stanley J. 
Blrkln. — wefltportt Conn. : Greenwood 
PresHi 19"JP. 

villi A43 p. f 24 cm. 

Includes Indexes. 



I. Job satisfaction — * 1 b I i ofiraphv . 
2* Motivation {Psychology) — 
PlbM o^runhv, T • Blrkln, *ttfnlev J., 
Joint author. IT. Title 



r 
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HC 
IS1 
DJ65 
l97bb 



FINANCE — DIC1 ION ARIES. 



OavldH. Lewla E. 

Dictionary ox bankir.*/ and tiiar.ee / 
oy Lew 1 k B . Oivlds. Toto«" 1 *J.J. : 
Kownin and LI * * lell eld* If"?* 5 * 

viii 229 p. ; 25 cm* 

filollographyi P* 226. 



I • Banks and banking — Dictlor irlfb. 
2 . Finance — Ol ctlonarle* 1 * I • H t U» 



laC/t 



vruuqc 



Also, suppose you are starting tc do research in a particular area that is 
unfamiliar to you. You may find special subject dictionaries or encyclope- 
dias .which include introductions to the particular topic or definitions o f 
terms which are now to you. Here's another example (see right, above): 
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PART ONE 



A Few Important Filing Rules 

1. t Inivialisms and acronymns, such as ACT and CPA, are filed before words 
beginning with the same initial letter,, Example: A* book whose title is 
FORTRAN is filed before a booTc whose title is Fabric of the Universe , 

2. Catalog cards are arranged alphabetically beginning wi^th the first word 
on the top line of the *card. The articles "a," "an/ 1 a^id "the" are 
disregarded when the first word of a heading, x 

3. Filing v is word-by-word rather than letter-by-letter; thus, the entry 
for Journal of Applied Psychology comes before the entry for Journalism 
Educator , The space after the letter "1" in Journal might be considered 
"a "letter 11 which comes before the "i" .in Journalism in the alphabetical 

" •^'sequence. 

4. Surnames are filed before ptherj entries that begin with the same word. 
Thus, Job, Thomas is fiied .before the card for a fcpok with the title, 
*The Job . - 



5, .When title and, subject entries are identical, subject cards are filed 
first, ..Therefore, subject cards with the heading MONEY are filed before 
entries for books with the title Money: 



Locating 'the Book Itself After Finding Its Card Catalog Entry 

The call number given in the upper left hand corner of a, catalog card is used 
to locate the book in the Library^ A high percentage of the Library f s books 
are in the General Collection; the book by Britt mentioned earlier is a General 
Collection item. General Collection books whose call numbers begin with ArR 
are shelved on the upper level of the Library; General Collection books whose 
call numbers begin with S-Z are shelved on the lower I6vel, northeast section. 

If a book is not in the General Collection, a special location ij indicates * 
above the call number on the catalog card, or a plastic sleeve indicating the 
location is placed over the catalog card. # Examples of locations other than 
the General Collection are the Reference Collection, the Career Collection, 
and the Browsing Room. „ m 

Books are arranged on the shelves alphabetically by the classification letter (s) 
on the first line of the call number, then numerically by. the digits on the^ 
second line. Books whose first two lines are the same are arranged by the 
third line, which "includes a decimal number. Thus, a book with the call number 
T is filed before a book with the call number T , because . 76 is a smaller 
56 - * 56 

S76 . S9 
number than a .9 (decimal points are omitted from the call number). 
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You will save time in the long run if ' you copy down the entire call number 
before you leave the card catalog to look for the book. 



What If the Book You Want Is Not on the Shelf ? . 

; i 

After you determine the Library has the book you want but it is not where 
it should be on the shelf, ask for assistance at the Circulation Desk: 

1. RECALL If it is found that an item is checked out to another 

person, it will be recalled immediately if overdue. You 
will be notified when the book is returned, and it will 
be held for you at the Circulation Desk~. 

2. HOLD If the book is checked out but not overdue, you can ask 

that it be held for you when it is returned. If y<5u ask 
to have a book held, you will be notified when it has been 
returned and it will be held for you at the Circulation 
Desk for four days. 

3. SEARCH If a book is not checked out and not on the shelf, you can 

ask that the library staff conduct a search for the lx)ok, 
arid you will be„notified as to the result of the search. 



.4 




PART ONE—LOCATING BOOKS ON BUSINESS TOPICS—EXERCISES 

1. Why isn't the U.S. Small Business Administration publication, Small 
Business and the En6fgy Challenge , listed in the card catalog? 

^ Answer: 

2. HoW wbuld you check to see if the library collection includes the title 
oited in question* #1? 

Answer : 



Questions 3-7 relate to the following catalog card: 



HM 

133 
B84 
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SMALL GROUPS. 



Bur soon ? Mi chae I • 

Small ({roup conaunicat ion! a 
functional approach [by] Michael- 
Burjoonr Judee £• Boston [and] James 
McCrosKey* Sew York } Holt, Rinehart a 
Winston I 1^74 J 

v f 217 p. : illus. ; 24 cm. 

Bib I lography : p • IS9-214 • 



I . Smal I groups. 2. Commun I cat ion — 
Social aspects. 3. Communication — 
Psychol ocji cal aspects. I* Hcston? Judee 
K. Joint' author. II. UcCroskey, Jamas 
Ct Joint author. II'I . Title 



Nt UUdc 



74-686 



3. What is the call number for this book? 
Answer: 

4. What is the d^te of publication? 
'Answer: 

5. Who published the book? 
Answer : 

6. Does this book include a bibliography? 
-Answer : 
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7. What subject headings were assigned to this book? 
Answer: 



8. Suppose you look up a particular subject heading in the card catalog 
and find no books listed. Does this mean the Library has no material 
on the subject? Why or why not? 

*' Answer : 



9. Suppose you are doing a paper on the concept of "job design, " You look 
up "job design" in the card catalog and find only a few books listed. 
Consulting the Library of Congress Subject Headings (LCSH) you find that 
the cataloging system does not use "job design" to categorize books on 
this topic. What term is' used? 

Answer: 



10. Suppose you are doing a paper on the concept of "job enrichment." You 
find a few books listed in the card catalog under this subject heading, 
<but would like to examine additional books on the same general topic. 
Con^alting the Library of Congress Subject Headings (LCSH) , you see 
several related headings listed under JOB ENRICHMENT. Name the heading 
at the bottom of this list under JOB ENRICHMENT. 

Answer: ? 

11. Suppose you are reading an article in Time on capitalism and reference 
is made to Keynesian economics. If you were unfamiliar with Keynesian 
economics, you might want to look up the subject in an economics ency- 
clopedia or dictionary. How would you ctfeck to see if the Library has 
such a publication? 

Answer : 



12. Are the catalog cards for books dealing with the subject CAPITAL MARKET 
filed before* those for books on the subject CAPITALISM? Why or why not? 

Answer : 

< 

13. What is the call number for the book titled BASIC Programming with Quan- 
titative Methods in Business? 

Answer: 

1 q 

* 4 

r ■ 
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14. The following books are shelved in which sections of the Library? 

a) Reference 
Z 

7164 Personality Research in- Marketing 
M18P46 

b) HA 

29 Quantitative Methods for Business Decisions 
L2662 

c) T 

56 Systems Management of Operations 
S76 

Answer sf: 



15. Why is the book with the call number HF 5415 H77 shelved after the book 
with the call number BF 5415 H755? 

Answer : 

16. 7 Suppose you find a card in the catalog for a book you think will be very 
h helpful in your work on a project. You go to the shelf and the book is 
not there. Do you merely curse or is there something else you might try? 

Answer: \ 



erJc « ^ 



PART TWO — LOCATING ARTICLES ON BUSINESS TOPICS; INDEXES AND ABSTRACTS 



Objectives: 

1. After reading Part Two, the student will explain the function of indexes 
and abstracts. The student also will explain the difference between 
indexes and abstracts. 

2. Given a sample citation from an index such as Business Periodicals Index , 
the student will identify the citation f s various elements. 

3. After identifying a promising article with the help of an index or 
abstract , the student will explain how to determine whether the library 
collection includes the journal which published the article. 

\ " " 

4. Given a sample entry from List of Serials , the student will identify and 
explain key elements of information in the entry. * 

5. After determining the Library has a certain journal, the student will 
state where the journal is located in the Library. 

6. After determining the library collection does include a particular journal 
and discovering the needed journal issue is not at its designated location, 
the student will state which library services should be utilized in an 
effort to locate the issue. 



13 
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One way to locate articles on a particular topic is simply to browse through 
issues of particular periodicals • This is fine if your topic is not yery 
precise or you do not need to 'be comprehensive. However, if you do need to 
be fairly comprehensive or you are researching a very specific topic, you 
will save time by usiog an index or abstract. 



What Is an Index or Abstract? 

Indexes and abstracts list article citations and in some cases book citations 

on particular subjects. Citations typically include information such as the 

article author, title, journal running the article, page numbers, and so on. 

Book citations usually include the publisher and place and date of publication. 

Abstracts, unlike indexes, typically include brief summaries of the publication. 

You may be able to tell from the abstract if tracking down the full article is 

worth your time. Some indexes and abstracts also include author and title approaches. 

One important business index is Business Periodicals Index (BPI) . When you 
examine it you will notice it looks like Readers 1 Guide to Periodical Lit- 
erature . They are published by the same firm, and this firm uses the same 
basic layout for all of its indexes. Indexes other than BPI_ may be Useful in 
doing research on particular topics? examples of other indexes and abstracts 
are listed in Part Three, Section Four, and in Part Four. Most of these 
indexes and abstracts include an introductory page explaining how to use them. 

Sections Four and Five of Part Three include suggestions on how to use indexes 
and abstracts, and descriptions of different types of periodicals. 

How to Locate Periodical Articles in the Library 
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Locating a jotjpal article can be a frustrating experience.. The volume you 
want may be checked out, in use elsewhere in the Library, at the bindery, , 
"actually not in the collection, or in temporary locations. The following 
' paragraphs lay out the steps you should follow when looking for periodicals 
in order to save time and reduce the chance of not locating articles which 
are actually in the Library. 

Step 1: 

Suppose you have located several article citations in BPI under a subject 
heading such as Personal Computers* 

* Example of how to read entries in BPI : 

Home computers. See Personal computers 

Personal computers 

'Advertising 

Radio Shack runs ads for home computers, il T. Maier. Ed & Pub 
111:46 0 28 '78 



IS 
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Explanatidn of the above: If you are interested in micro- 
" computers for home use, you might look up the heading "Home 
computers/ 1 in BPI . If you do, you are referred from "Home 
computers," a heading not used in BPI , to "Personal computers,"' 
a heading which i£ used in BPI to categorize articles on this 
topic. » 

Under the main heading "Personal computers " 'is the subheading 
"Advertising". Many main headings are subdivided in this way 
so that users interested in a particular aspect of a topic, in 
this case advertising 'of personal computers, can more quickly 
find articles dealing with that particular aspect. 

T. Maier is ^the author of the article with the title "Radio 
Shack runs ads for home computers." The article appeared in • 
^ - the journal Editor & Publisher , volume 111, on page 46 "of the 

^ October 28, 1978, issue. The "il" means the article is illus- 
trated. The volume number is often printed on the outside of 
volumes in the Bound Periodicals area of the Library. The 
journal abbreviations (Ed & Pub) and other abbreviations are 
spelled out at the front of most issues of BPI . 

For articles that appear to be on target you should: 

* jot down the full periodical title (again, BPI and most' other indexes 
spell out abbreviations at the front cf the volume). 

* :-lso r.^te the volume number, issue number if available, page -numbers 
and date. 

Step 2: . v 

You have made a list of article citations. The next step is to determine 
if the Library subscribes %p the periodicals on your list, because the 
library collection does not include all journals covered by indexes such as 
BPI . You can do this By checking €he List of Serials (two copies on, the • 
dictionary stand in Indexes and Abstracts area, two copies at the Reference 
Desk) or the Rotary File (Current Periodicals area) . The introduction of 
the List of Serials includes a page explaining a sample entry. By the way, 
Editor & Publisher (from the example above) is in the List of Serials . 

Examples of how to read the List'of Serials : 

Recent issues are on shelf 12 in the 
Current Periodicals area. 

journal OP marketing research. (12) ' The journal began in 1964. 

V.1- , FEB. 19^- ' 

IACPT HP 

PER; 1967- — - — The Library has the journal in paper 

micro.rm; 1-7; 1964-1970 'form from 1967 on. Older paper issues 

are in the Bound Periodicals area. 

Issues for the years 1964-1970 are on 
microfilm in the Microform Room. The 
" Dibrary has paper and microfilm copies 




m ■ 20 



for the years 1967-1970. 

\ 

-1- 
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Recent issues are shelved at the 
Periodical Desk, 

Some types of serial publications 
such as proceedings , transactions , 
and yearbooks are assigned classi- 
fication numbers and shelved in the 
book collections. The example at 
the left is shelved in the general 
book collection at Q11.I5. 

Step 3: 

After determining the Library does subscribe to a journal, the next step 
is to locate the journal itself. Most periodicals are shelved in Current 
Periodicals and Bound Periodicals: 

* Recent issues of most periodicals are arranged by subject in the 
Current Periodicals area, main level, northwest section. The List 
of Serials and the rotary file will indicate a Current Periodicals 
shelf number in parentheses. _ However, certain heavily used period- * 
icals must be requested at the Periodicals Desk in the Current 

* Periodicals 'area. 

* Older issues generally are located in Bound Periodicals, bottom 

' level, west side arranged alphabetically by title. In some cases 
older issues are available only in microform; the -List, of Serials 
or th& rotary file will tell you if this is the case. r 

* Is it in Current Periodicals or Bound Periodicals? If the article 
is less than A year old, you might look first in Current Periodicals. 
However, the timing for transfer of issues of a particular periodical 
from Current to Bound varies with the periodical's size and frequency 
of publication. 

Older issues of some journals are retained on microfilm or microfiche. Perio- 
dicals on microfilm are located in the Microform Room, lower level across 
from the x Reserve Desk, and are arranged by an "AP" classification schedule. 
These AP classification numbers are listed where applicable on the Rotary 
File afid in Copies of the List of Serials k,ept at the Reference Desk and 
the Indexes and .Abstracts area dictionary stand. A few periodicals, are on. 
microfiche; theseNire located at the Reserve Desk. 

Step N * 

You have determined the Library does subscribe to th* journal you . wantw^ut 
you cannot find the particular 4ssue you need in Current Periodicals, Bound 
Periodicals, or the Microform Room. Your next steps are: 

V 

* Ask the Circulation Desk personnel if the journal you want is checked 
out, at the bindery, etc. 

■ 



NEW YORK REVIEW OP BOOKS. 
V.1- , .196*. 

IAC*T 2 " 



PER DESK; CURRENT UNBOUND ISSUES 



10VA ACADMf OP SCIENCE. PROCEEDINGS. 
V.1- f 1837- 

UCPT Q11 .15. 

GEN; 1 - ; 1 887- 



PART TWO 



If the periodical is checked out, you may fill out a hold card/ and 
you will be notified when theovolume is returned to the Library. 

The circulation record for the title may indicate a temporary special 
* location for the periodical; such periodicals are usually available 
for use. 

The circulation record may show that the periodical is at the bindery 
and is unavailable for four weeks or longer. 

If the Circulation Department has no information on the periodical, 
you may fill out a search form. The library staff will conduct a 
systematic search for the periodical; you will be notified when It. 
is found. 
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1. What types of publications do indexes and abstracts typically cite? c 
What is the basic difference between an index and an abstract? 

\ 

Answer : 

Questions 2-7 refer to the following citation from Business Periodicals Index ; 

INVENTORY control 

Inventory management: the trouble with stock 

turns. A. Silver, il tab Ind Distr 69:177-9 My 

•79 

2. Wh^t is the title of 'the article? * 

» * 

Answer: 1 

3. What is the full name of the journal which ran this article? 
Answer : 

( 

4. Whatsis the author's name? 

Answer: , 

5* What do il and tab mean? 
Answer : 

6. Which is the journal volume number (s) and which is the page number (s)? 
Answer : 

7. Does the library collection include the journal/ Industrial Distribution ? 
For which years? 

Answer: 

Questions 8-10 refer to the List of Serials entry for California Management 

Review : 
■■ ■ ■ ■ r 

8. When did this journal begin publication? 
Answer : 

*w KJ 
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9. Where are recent issues of this journal shelved? 
' Answer: (Include shelf number.) 



10 # . Which years of this journal are shelved in Bound Periodicals? Which 
. years are in the Microform Room? 

Answer : 



11. . According to List of Serials , where are recent issues of Business Week 
shelved? 

Answer : 



12. According to List of Serials , the latest year of the annual publication , 
Moody's Industrial Manual is shelved in the Reference Collection at HG 
4961 M67. Does the Library have older editions of this Manual? If yes, 
where are they shelved? 

Answer.: 



13; After you have determined the library collection includes .a certain peri- 
odical and discovered the volume you want is not where it should be, what 
is your next step? 

Answer: 



24 
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PART THREE — LOCATING INFORMATION ON BUSINESS TOPICS; GENERAL BUSINESS SOURCES 1G 

Objectives: 

I. Given a business topic, the student: will use a guide to business literature 
to identify a publication which includes a specified type of information* 
on the topic. (Section i) 

— 2-.- -Given a business or economics concept, the student will locate a brief 
explanation of * the concept in a subject encyclopedia or dictionary and 
identify sources of additional information. (Sec. 2) . 

3. Given a topic in a field such as finance, marketing, accounting, or 
production, the student will consult a handbook for discussion of 
generally accepted practices and procedures related to the topic. (Sec. 3) • 

<v » 

4. Given a topic, the- student will locate specified references to articles 
and government publications with the help of indexes such as Predicasts , 
Business Periodicals Index , and Monthly Catalog of U.S. Government 
Publications . (Sec. 4) > * 

5. Given a problem requiring recent information on a business topic, the 
student will explain What type of periodical (general interest, popular/ 
professional, scholarly, or trade) is most appropriate for the problem. (Sec. 5) 

6. Given a problem requiring very recent economic data, the student will 
consult an appropriate source -to locate specified data. (Sec. 6) 

7. Given a project involving use of industry information sources arranged 
by Standard Industrial Classification number, the student will consult 
an appropriate source to determine the SIC number for the industry being 
researched. (Sec. 7) 

8. Given a project requiring five, ten, or more years of annual, quarterly, 
or monthly economic data, the student will consult an appropriate source 
to locate specified information. 

9. Given a topic, the student will use American Statistics Index to identify 
a publication which include* statistics on the topic. 

10. Given a project requiring a total sales in a given geographic area for 
a given Industry (such as restaurants, hardware stores, Qr florists), 
the student will consult an appropriate, source (such as a business 
census) to locate specified information. (Sec. 8) 

lb 

II. Given a project requiring financial and operating ratios for a given 
industry, the student will consult an appropriate source to locate 
specified information. 

12. Given a project requiring ten to fifteen years of annual statistical 
data of various types on & given industry, the student will consult 
an appropriate source to locate specified information. 




9<T 



/ 



LIS 



PART THREE 19 



13. Given a project requiring advertising expenditures and other expenses 
as a percent of sales for a given type of business, the student will 
consult an appropriate source to locate specified information, 

14. Given a project requiring an ovetview of marketing, financial, and 
economic conditions in a given industry , * the student will consult an 
appropriate source (such as Standard & Poor's Industry Surveys ) to 
locate specified information. 

15. Given a project requiring detailed industry information such as tjiat 
contained in trade association reports, the student will check the 

card catalog to see if the Library has a trade report of a given industry, 

16. Given a project requiring an overview of a given industry and discussion 
of prospects for the industry, the student will consult an appropriate 
source (such as U.S. Industrial Outlook) to locate specified information, 

17. Given a project requiring financial information on the major companies 
in a *fiven industry and on the industry as a whole, the student will 
consult an appropriate source (such as Value Line ) to locate specified 
information. 

18. Given a project requiring detailed demographic information (age, sex, 
population, income, occupation, etc.), the student will consult an 
appropriate source (such as Census of Population) to locate specified 
information. (sec. 9) 

19. Given a project requiring tfte number of business estciblishments in a 
certain type of business in a given county, the student will consult 
an appropriate source (such as County Business Patterns ) to locate 
specified information. 

20.. Given a project requiring information on buyers of particular products, 
the student will consult an appropriate source (such as "Guide to 
Product Usage" or Marketing Studies) to locate specified information. 

»J s -j, 

21. Given a project requiring figures on average income, incomu groups, 
population age groups, and type-of-store sales for a given city, county, 
or standard metropolitan statistical area, the student will consult 

an appropriate source (such as Survey of Buying Power) to locate specified 
information. 

22. Given a Y project requiring detailed financial, historical, or other 
information on a firm, the student will consult an appropriate source 
(such as Moody's Manuals , Value Line ,* or Standard & Poor's Stock Market 
E ncyclopedia) to locate specified information. J (Sec. 10) 

23. Given a project requiring detailed informations^ a firm, the student 
will check the Corporation Annual "Reports Filp to see if reports are 
available on a specified firm. ' 



lir 



24. If unable to find information on a particular firm in major corporation 
reference sources, the student will state possible explanations and 
additional sources which might be tried. 



S 
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Guides to Business Literature 



These guides , which list and in some cases explain use of v important reference 
books and journals, should be consulted when beginning research on indus- 
tries , products , companies, or other business topics. Some of the guides 
below are arranged by broad subjects such as "market research" and "finan- 
cial management/' while others are arranged by more specific headings such 
as "jewelry business ," "franchises," and "men's clothing, industry. " 



After finding what looks to be a helpful publication listed in one of 
these guides, check appropriate records to determine if the UNI Library 
collection includes the item and, if yes, its location in the Library. 
Usually, this 4 involves looking up the title of the publication in the 
card catalog. However/ if the guide entry for the publication indicates 
the item is produced by an agency of the U.S. government, you usually 
need to check special indexes and catalogs in the Documents and Maps 
area. Use of one such index, Monthly Catalog of U.S. Government Publica- 
tions , is explained in Part Three, Section Four. If the guide entry for 
the publication of interest indicates the item is a journal-type publi- 
cation which comes oat on a regular basis such as. quarterly or monthly, 
check the List of Serials to determine if the publication is available in 
the UNI Library. Use of the List of Serials is explained in PART TWO. 

~Some of the sources below list "data bases," which are computerized files of 
information. There are two major types of data bases: bibliographic and 
numeric (or source or reference) . Bibliographic data bases such as Management 
Contents are consulted to "compile a list of article citations on a particular 
topic . After searching such a data base the next step is to track down the 
cited publications. Numeric or source data bases actually include the sought 
information; you need not consult another source. ) Example; Disclosure , which 
presents financial information on all publicly-held firms. Searching da*-a 
bases on-line is a fast and thorough way to accumulate information that is • 
up-to-date. More than 20, business-related data bases are available through 
the Library Reader Service Department. Librarians perform the search on a 
Reader Service Department terminal after consultation with the user. There is 
a fee for, this service based on the amount of- computer time used and the num- 
ber of results obtained. Ask for details at the Reference, .Desk. 



A. Business Information Sources Reference Z 7164 CB1D16 

B. Directory of Industry Data Sources Reference Z 7914 M3D5 1981 

This is an excellent source which lists documents and services covering one or 
more of some sixty industries, such as apparel, beverages, computers, iron and 
steel, and retail trade. Each industry section cites and describes relevant 
statistical reports and studies, forecasts, special issues of industry and 
trade journals, data bases, and more. 

C. Encyclopedia of Business Information Sources Reference HF 5353 E52 1980 

A detailed list of sources to consult for information on a business topic. 
If you look up "Beverage Industry/" for example, you find a list of hand- 
books, bibliographies, periodicals, directories, financial ratio sources, 
and price sources, all having to do with this particular industry. 

27 . 
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After finding a source that looks helpful, check the card catalog/ List of 
Serials , or other library record to see if the library collection includes 
the particular book or journal . 



D. Where to Find Business Information Reference HF 5353 B715 

First look up the subject you are researching in the "Source Finder," 
which lists sources and entry numbers. Then look up the entry number 
in the "Sources of Business Information" section, where you will find a 
short description of the source. AgaiS, you will need to check the card 
catalog, List of Serials , or other library record to see if the library 
collection includes the particular book or journal. 



II. Business Encyclopedias and Dictionaries 

The/ titles below are examples of subject dictionaries and encyclopedias 
Which explain terms and concepts used in the various academic fields of 
business. They are useful because general dictionaries and encyclopedias 
do not typically include entries on" specialized meanings or jargon used 
. in subject disciplines. Suppose, for example, you are reading an article 
in Business Week end come across the term "learning curve." If you are 
unfamiliar with this term, you can look it up in one of the sources below 
or a similar source, and find a brief discussion of the topic. Subject 
encyclopedias can also be used as the st r ting point for more extensive 
research you intend to do on a given topic. Some subject encyclopedias, 
such as the second one below, list books and journals you might consult 
for additional information on a topic. 

. The two titles below cover the broad field of management. More special- 
ized subject dictionaries and encyclopedias are available for areas 
such as marketing, finance, accounting, and personnel. Several examples 
are listed in Part Four. 

A. Encyclopedia of Management Reference HD 19 H4 1973 

A comprehensive encyclopedic dictionary with one-half to ten page entries 
on topics such as group dynamics, return on capital, quality control, 
operations research in marketing. Note index at back of volume. 



B. Reference Guide to Advanced Management Methods Reference HD 31 H653 

Explains sixty-dhe important methods/ concepts, and techniques such as 
marketing mix, performance standards, return on investment, and make- 
or-buy decisions. Note references at end of each entry. 



171. Business Handbooks 

i~ Li 
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H&ndbooks provide brief, factual discussions of generally accepted prin- 
ciples and practices in areas such as finance, accounting, marketing, 
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production, and personnel. They are an excellent place to look for a 
concise introduction to a procedure, technique, or concept used in a . 
particular functional area. Business handbooks typically are well- 
indexed and include plenty of charts, tables, and examples to help 
clarify explanations. They differ from subject encyclopedias and dic- 
tionaries in that they usually are more detailed and include "how to" 
information. You might consult a handbook when beginning research on 
a particular subject for a term paper, or, for another example, when 
you are writing a case and need a quick overview of a concept mentioned 
in the case. 

Examples of handbooks in the various functional areas are listed in 
Part Four. 

IV. Business Indexes and Abstracts 

i 

Indexes and abstracts are useful because they list in a systematic way 
' citations to journal articles and in some cases other types of publi- 

cations on particular subjects. Indexes and abstracts usually are arranged 
by subject, sometimes also by author and title. 

Some indexes, such as Readers' Guide to Periodical Literature , list 
articles £rom general interest magazines. The indexes and abstracts in 
this section, on the other hand, are strong in their coverage of business- 
related journals. You can use the indexes and abstracts in this section, 
and more specialized indexes and abstracts listed in Part Four, to find 
articles on companies, industries, business practices, and other topics. 

When looking in an index for article citations on a particular subject, 
you may heed to look under several subject headings to find the one 
used by the system to categorize material on the topic; the term you use 
to categorize material on a topic may not be the term the index uses. 
Part One on the card catalog recommends consulting the Library of Congress, 
Subject Headings to find the subject heading used by the cataloging system 
to categorize materials on a given subject; there is no analogous aid 
for most indexes and abstracts. Use your imagination. 

A few of the indexes and abstracts below and others not cited here are 
available in a computerized format. A reference librarian will search 
an appropriate data base using a Reader Service Department terminal after 
discussion of your topic. Such a search is particularly appropriate 
,when you need to conduct comprehensive research. 

Different types of periodicals are described in Section Five. 

Elements of a sample Business Periodicals Index citation and the process 
of locating a journal article in the UNI Library are spelled out in Part 
■ v Two. 

— A. Bibliographic Index Index Tables 23 

Q This is a "subject list of bibliographies published separately or appearing 

jpjvV; as parts of books, pamphlets, and periodicals." Consider consulting this 
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as you begin research to find an already compiled list of materials on 
.your topic. 

B. Business Periodicals Index Index Tables 

C. Mon thly Catalog of United States Government Publications Documents 
& Maps Area Index Table. Also available on-line. • 
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Notice there are several volumes for each year; these include subject, 
■author and title indexes, and main entry volumes. To find publications 
on a certain topic, look up the topic in a subject index volume, where 
titles and entry numbers are listed under the subject headings. Here ! s 
an example from the 1978 subject index: 



"Stores, Retail" is the subject heading. 
"Simple breakeven analysis for small 
stores" is the title of the second publi- 
cation. 78-26530 is the entry number. 



•Stores Retail, 
fcnergy audit workbook for retail stores , 
78-25433 

Simple breakeven analyst* for small 
- stores/. 78-26530 



The next step is to look up the entry number in the appropriate main 

entry volume (range of entry numbers indicated on the outside of the > 

volumes) . Of course, the 1978 index volumes correspond to the 1978 

main entry volumes* Looking up entry number 78-26530, you find the 

following: 

j SBA I.t4:t66 

Hammcl. Wed C 

Simple breakeven analysis for small stores / by Fred C 
Hammel. — [ Washington) : Small Business Administration, 
1978. 
20416 

8 p. . 26 cm. — (Small marketers aids . SMA 166) 
Includes bibliographical references. 
•Item 901 -J 
pbk. 

I. Stores. Retail. 2. Busmen mathematics 1. United 
Siaitv Small Business Administration. 11 Title. 

SBA 1.14:166 the Superintendent of Documents call number. The next 
step is to look up this call number in the Documents shelflist (small 
card catalog just inside front door of Documents & Maps room). If the 
publication is jin the Library it should be listed in this catalog. (It 
is listed, by the wayl.) Most of the Library's U.S. government publica- 
tions are shelved by iSupt. of Documents number in the Documents & Maps 
area. J 

Recent copies of Monthly Catalog include the subject index and main 
entries in a single monthly issue. 

D # Predicasts & S Index (formerly F & S Index ) Index Tables. Available on-line. 

1 i 

Note this index has two! sections: company name and industry. The 
industry section! is arranged by SIC numbers, which are indexed at the 
front of each volume. Abbreviations of journals and newspapers also 
are spelled out at the jfront of- each volume. Note that some topics in 
the industry section are subdivided by headings such as "Market Infor- 



mation" and "Management 

\ 
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Example: Suppose you are researching stereo components. First, look 
up stereo components in the SIC Alpha Guide at the front of a Predicasts 
volume. The SIC number is 365 1500. Then look up this SIC number in 
the Industries and Products section. 

From SIC Alpha Guide: Entries under 36515 in Industries & 

( Predicasts F & S Index U.S. , Products section (ignore the final 
copyright 1979) zeroes). . 



Sittl w.r» top* 
w<xk> Cot* 

Steer 1 

Stepper MO*Of> 

Stereo Sytttmi. A v 10 
$t»f e©'»g* ! o'td Rubber* 
$ICrCOt Conio 1 * 



Ml 5230 
331 ?H0 

371 4164 

02) 2600 
7330000 
362 1770 
36$»500 
3*51340 
<8? 2600 
365 W01 



365 15 Audio Component* 

Totrnbo Arr*r.<o — Alto mfr i homeW»o leti ot Tennetiee plont Jpn Econ J 2/6/79 p9 

Mork«t»ng itrotegy iof oud ( o component! by Itoding Jcponeje componiti in the US Morket 

* v J »Ec Wof 10 8/79 p24 

US PiooMr Electronic*— Seek* dept itore dutnbution lor new line of iltrto Component* 

SofetMgmt 11/78p?9 

Audio component mfrs sttk deportment ilorts oi new tolei outlet t HfO 6/11/79 p58 

Venture Development f eporti on buying procticei of owdio component purchoien 

NR 8/1/79 pi 

Product* & Proctift 

Superjcope— To phoie-out Imptnol line of oudio equtp in 1979 # WSJ (Spr) 4/2/79 p30 

Sony Corp Amenco — Signi tie~vp deol with Philips lomp fw oudio & video equipment dv!p 

Jpn Econ J 10/ 16/79 p7 

flesovrces A tfesovrce U*e 

Sony Corp Amenco— To begin od compotgn for oudio product) Ad Age 9/3/79 p/7 

Mori* t Information 

Foctofv wlei of Uonded hi-fi component* to tolol %\ 4b,l in 1983 vj S9/5m.l in 1978 

7 Jr1Ele<l 1/79 p63 

Aud.oComponentiwle4doto.1979 *c<chMo 5/79 p26 



The bottom article on audio component sales is on page 26 of tlje May, 
1979, issue of Merchandising (journal abbreviations spoiled out at 
front of index volume) . The next step is to check the List of Serials 
to see the library collection includes this journal. 

E. Psychological Abstracts Abstracts Shelves. Available on-line. 



Recent paper issues include article summaries and a subject index. Look up 
your topic at the back of the issue in the subject index section, then look 
up the entry^number in tjie front part of the issue where articles are summarized. 
Note that entry numbers are not the same as page numbers. Older bound issues of 
the abstracts can be searched using separate cumulated subject indexes. Cumul a- 
tive Subject Index to Psychological Abstracts covers the years 1978 to 1980. 
Six month cumulative subject indexes are available for other recent years. 

F. Social Sciences Citation Index Index Tables. Avaiianie on-line. 

SSCI for each year includes a source (author) index, a permuterm subject 
index, and a citation index. The permuterm index is an alphabetically 
arranged list of key words appearing in article titles. So, for example, 
you can use this index to find if articles in journals covered by SSCI 
have "titles which include tfce words "leasing" and "leveraged." 

; 0 « The third index, the citation index, \s used to compile a list of authors 

who have cited in their bibliography a key paper written sometime in 
the past. It is based on the assumption that there is a subject link 
between a paper and the sources in its bibliography. For example, ^ 
suppose you have in your hands *a 1972 journal article which is a liter- 
PD?r" ' ature review on the to P ic of risk ta * in 9 and consume * behavior. You 

l'}y>: ' are interested in finding related articles written since 1972. 
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To deterndne/which authors have cited this 1972 article during, say, 
1978, look lip' the author of the 1972 article in the 1978 citation index. 
Articles' citung the 1972 article are listed. To get the titles of these 
1978 articles, look up ,the 1978 authors in the 1978 source (author) index, 
where articleVtitle, journal name and volume are listed. 

This process is explained in more detail inside the front covers of the 
various SSCI indexes . 

G. Wall Street Journal Index Index Tables 

Note that each issue of this index has two sections: corporate news 
and general news. Article entries include the title and citation, 
such as 1/29-23; 2. This citation indicates the article is in the 
January 29 issue, page 23, column 2 of the particular year. 

The roost recent issue of the Journal itself is kept at the Periodicals 
Desk. Older issues are shelved in the Newspaper Room until microfilm 
copies arrive. 

Periodicals 

The UNI Library subscribes to some 27Q0 periodicals of many types in 
many subject areas. As explained in Part Two, recent issues of period- 
icals are shelved in the Current Periodicals area (a few must be checked 
out at the Periodicals Desk). Recent issues of most of the Library* s 
business-related periodicals are on shelf 12-Business or shelf 18- 
Economics, but journals of use for a particular project could be shelved 
in one of several other sections. For example, recent issues of Journal 
of Applied Psychology are on shelf 39 — Psychology and Business Japan is 
on shelf 4 — Area Studies/Asia. * ^ 

Periodicals can be consulted for more up-to-date information than is 
usually- found in bockfe. Also, searching periodical literature may be 
required when your research topic is too new or narrow to have been 
afforded book-length treatment. ^ The introduction to Part Two points 
out two approaches to seeking information in periodicals: browsing 
through recent issues, and looking up the topic of interest in indexes 
to periodical literature. Whatever your approach, it will be helpful 
to keep in mind distinctions between the following types of general and 
business periodicals. 

General Interest Periodicals 

General interest publications such as Time , Newsweek , and U.S. News & 
World Report often run articles on economics and business. They cover 
business from a general perspective and as such might provide helpful 
background material on a few topics as you begin research; many period- 
icals of this type are indexed in Readers Guide to Periodical Literature . 
Periodicals from the three categories which follow are usually more 
appropriate for business papers and cases. 
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Popular and Professional Business Periodicals 

Periodicals of this type run general articles on many areas of business; 
. they are typically designed to help the manager keep up^to-date on com- 
panies, industries, and management topics. Business Week, for example, 
regularly runs one to two page articles on corporate strategies, finance, 
international business, and industries such as information processing 
Articles in these periodicals are usually more technical than those found 
in general interest periodicals. Examples of other such periodicals are 
pun's Review , Forbes , Fortune , and <;he Economist. Many periodicals of 
this type are indexed in Business P eriodicals Index. 

Scholarly Business. Journals 

Scholarly business journals generally- Report the results of research 
work carried out by experts in the subject field. Articles published 
by such journals* generally have gone through a process of evaluation by 
the particular journal's editorial board or team of "referees" to deter- 
mine suitability for publication. Articles in such journals often but 
not always include sections which present the problem , describe the 
method used in the study, summarize the results , and discuss the findings. 
Examples of scholarly journals are Academy of Management Journal , Journal 
of Finance , Journal of Marketing Research , and Journal of Accounting 
Research . These and related journals are indexed by Business Periodicals 
Index and other more specialized indexes and abstracts. 

Business Trade Journals 

Trade journals typically cover a particular industry and, unlike schol- 
arly journals, emphasize the practical instead of the theoretical. 
Many trade journals run, in addition to news articles, statistical 
reviews of the industry they cover r such reviews can be located by con- 
sulting indexes such as Predi casts and Business Periodicals Index , or 
the reference book Guide to Special Issues and Indexes of Periodicals 
(Reference Z 6951 S755 1975) . Examples of trade journals are Advertising 
Age , Iron Age , Progressive Grocer , and Oil & Ga s Journal* 

VI. Business and Economic Trends and Conditions 

Newspapers such as the Wall Stre^Journal ,. New York Times , and Defines 
Register include current information on national and local business and 
finance topics. The journals listed below provide more specialized and 
detailed current information on topics such as consumer prices, employment, 
housing starts, and inventories. Recent issues of all are shelved in' 
the Current Periodicals area. 

A. Business Conditions Digest (shelf 12) ^ 0 

B. CPI Detailed Report (shelf 18) 

C. Economic Indicators (shelf 18) 

D. Federal Reserve Bulletin (shelf 18) 

E. Monthly Labor Review (shelf 18) 

F. Survey of Current Business (shelf 12) 

* Index to the statistics pages is inside back cover. 
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VII. Con5>rehensive Statistics Sourres and Statistics finding Aids 

The books in this section ere general, comprehensive collections of sta- 
tistical information or guides to assist you in tinding suqfr information. 
You can use these books to locate general statistical data on geographic 
areas, prices " t production, sales, employment, industries, and other topics. 
Detailed information on these and other subjects can be found with the help 
of American Statistics Inde x, described below. If you need quite detailed 
figures on. a particular industry, tirst try the industry information sources 
described in Part Three, Section Eight, though. If you need very current 
economic data, consult a source such as Survey of Current Business , described 
in Part Three, Section Six. 

The SIC Manual outlines a scheme used to classify U.S. business establish- 
ments. Many business reference sources present information arranged by 
SIC classification number; the SIC Manual is often used in conjunction t 
with these sources. 

You would not consult sources in this section for figures on a particular 

company. Instead use those in Part Three, Section Ten. 

* # 

A. American Statistics Index Documents & Maps Index Table 

This is an index to. statistics reported in U.S. government publications. 
Notice there are two volumes for each year: an index volume and an 
abstract volume. The index volume lists publications by subject and, at 
the end of the volume, by categories such as geographic areas, industries, 
and demographics such as age. To vise this source, first look up-your 
topic in the index volume for a particular year. There you find the publi- 
cation title and an accession nunber such as 9198-3. The second step is 
to look up this nuirber in the abstract volume for the same year. The 
abstract includes a brief description of data in the particular publication 
and a Superintendant of Documents call number such as EP 4.9:42/2/. The 
third step is to look up this call number in the Documents shelf list 
(small card catalog just inside front door of Documents & Maps area) to 
see if the Library has the particular publication. 

B. Business Statistics: the Business Supplement to Survey of Current 
. Business Reference HC 101 A1313' Every two years 

This is *an important source because it lists annual, monthly, or quarterly 
data going back twenty years or longer for items such as consumer prices, 
stock yields, "gasoline prices, and automobile production. Note the detailed 
subject , index at back of volume. Also note explanatory pages in the blue 
center pages. 

Example from Business Statistics : (rest of page, not shown here, includes 

figures for 195CS-77) 
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BUSINESS STATISTICS 1977 EDITION 
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C # A Guide to Trade and Securities' Statistics Reference HA 37 U55B36 

This source is a detailed subject index of thirty important publications 
which report statistics on securities and commerce. The UNI Library 
has most of these thirty publications. To use this, look lip the topic 
of interest in the main body of the book; the title of the publication 
with data on the topic is listed in capital letters after the topic. 
Suppose, for example, you are studying consumer electronics. Looking 
up consumer electronics in the main body of the book, Standard and Poors 

i ndus tr y Surveys is li sted-xireapt^ could cWsuIt this ~~ 

- source for an analysis of this industry. The last step is to locate 
Industry Surveys in the Library and read the section on consumer elec- 
■ tronics. If you do not know if the library collection includes the cited 
publication, look up the publication title in the card catalog. If the 
publication is in the library collection, it will be listed there; use 
the call number to locate th<£ publication. 

D. Standard Industrial Classification Manual Reference HF 1041 J613 , 
1972 and 1977 Supplement 

The Standard Industrial Classification scheme is a four digit classifi- 
cation of United States manufacturing and non-manufacturing establishments . 

< It is inportant to know about because many government and commercial 

sources present information arranged by SIC number.^ Use the Manual to 
...determine the S T C number for a particular Industry of interest. Then 
xise the SIC nurrvber to look up information on an industry in a source, 

c such as the Census of Retail Trade , which is arranged by SIC number. Note 
the separate manufacturing and non-manufacturing indexes at the back of 
the volume. I ' 

Example from non-manufacturing index at back of SIC Manual :,. 
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ALPHABETIC IXDEX, XOXMAJfUFAQTORING INDUSTRIES 



373 



50S5 Bottlers* Supplies : caps, bottles, etc.— 
wholesale 

5085 Bottles, glass or plastic—wholesale 
5093 Bottles, waste — wholesale 
514ST Bottling mineral or spring water — whole- 
J sale 

5182; Bottling wines and liquors — wholesale 
1429 Boulder, crushed and broken— quarrying 
1799^ Bowling alley installation and service- 1 * 

contractors 
7333 IJowling alleys 

\ 



1611 Bridle path construction— general con- 
tractors 
1477 Brimstone mining 
5159 Bristles— wholesale \ 

4832 Broadcasting stations, radio 

4833 Broadcasting stations, television — 
0251* Broiler chickens, raising of 

7399 Brokers, business (buying and selling 

business enterprises) 
6221 Brokers, commodity contract 
4723 Brokers, custom house 



Example from front of SIC Manual / where scope of SIC numbers such as 
7933 is explained: 



318 

i 

Group Industry 
N*o. No. 

793 



STAXDARD INDUSTRIAL CLASSIFICATION 



794 



BOWLING ALLEYS AND BILLIARD AND POOL ESTABLISHMENTS — Continued 
7933 Bowling Alleys 

Establishments known to the public as bowling alleys or lanes. Such establishments 
also frequently sell meals and refreshments. " 

Bowling alley's Ten Pin alleys 

Duck pin alleys 

COMMERCIAL SPORTS 
Professional Sports Clubs and Promoters 

Operators and promoters of prorewlonnl and semiprofessional athletic clubs, pro- 
moters ot athletic events, and managers of individual professional athletes. Stadiums 
and athletic fields are included only it the operator is actually engaged in the promotion 
of athletic events. They are otherwise classified as a real estate operation, Major 
Group 05. 



7941 



Arenas, boxing and wrestling (sports 

promotion), professional 
Athletic field operation (sports promo* 

tlon) \ 
Baseball clubs \ 
Basketball clubs \ 
Football clubs \ 
Ice hockey clubs M 
Managers of individual professional 

athletes \ 



Professional or serai professional sportN 
clubs 

Promoters, sports event** 
Soccer clubs 

Sports field operation (sports promo- 
tion) 

Sports promotion, professional : base* 

ball, football, boxing, etc. 
Stadiums (sports promotion) 



794S Racing, Including Track Operation 

Promoters and participants in racing activities, including race track operators, oper- 
ators of racing stables, jockeys, race horse trainers, and race car owners and operators. 



Drsgstrip operation 
Horses, breeding and racing 
Jockey*, horse racing 
Kennels, dog racing 
Motorcycle racing 
Race car drivers and owners 



N Race horse owners 
Race track operation : horse, dog, auto. 
>tc. 

Racing stables, operation of 
Speedway operation 
Stock car racing 



E. Statistical Abstract of the United States Reference HA 202 U58 year 

* % 

Lists statistics on virtually all aspects of American lifp for the U.S. 
and smaller geographic ^areas, such as counties/ in some cases. Note , 
sources listed at bottom of most tables; such sources can be consulted 
for additional information. Also note detailed subject index at l?ack of. 
volume. There is virtually no information on specific companies in this 
_s onrce. — — — — — — o 
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Exanple: In this '-example 

from the 1979 Statistical . 

Abstract , figures are given 

for the years 1940-1979. 
<i At the bottom of the table , 

* Survey of Current Business 

is listed as the source of 

the information. If you 

needed figures for 1980, you 

probably would be able to 

find them in recent issues 

of this - Survey , which are on 

shelf 12 in the Current 

Periodicals area. 

\ 

VIII. Information on Industries 

The sources listed here generally present more detail on a given industry 
than those in Section Seven. The publications listed here should be 
among the first you examine for information on a' particular^industry . 
You can use these sources to find data such as annual sales of music 
stores, percent of sales spent on advertising by hardware stores, finan- 
cial and operating ratios characteristic of footwear wholesalers, and 
much more. The library collection includes several trade association 
publications, a few of which are listed below under E. 

A. The United States Census Bureau is the largest publisher of statistical 
data, taking censuses and surveys in areas such as business, population 
and housing, and 'agriculture. The business or economic censuses are 
conducted every five years while the population census is conducted every 
ten years. Less detailed updates are available for years between Censuses. 
The *Mini-Guide to the 1977 Economic Censuses (Reference HA 37 U5213 1977) 
explains the scope and organization of each of the economic censuses. The ( 
economic censuses typically are arranged by geographic areas, including 
data on the U.S. as a whole, states, standard metropolitan areas (roughly, 
cities with population greater than 50,000), and smaller areas in some 
cases . 

Information on industries as defined by the SIC system is presented within 
each geographic area section. The smaller the geographic area, the less 
industry information you will find. Effective .use of the economic censuses 
usually requires consulting the SIC Manual (see Section Seven) to deter- 
mine the SIC number for the industry of interest. 

_ \ . 
Census of Manufactures Reference HD 9724 A42 1972 & 1977 

Includes data on number of establishments, value of shipments, value 
added, cost of materials, capital expenditures, and more for some 450 
industries. Arranged by SIC industry number and by geographic area, 
and includes subject and special report series on topics such as expen- 
ditures for plant and equipment, and concentration ratios. Updated in 
part by Annual Survey of Manufactures (Reference HD 9724 A211) . 
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Census W Retail Trade Reference HP 3007 A5 1972 & 1977 

List sales, employment , payroll, nuiriber of establishments, and other data 
for some 100 types of SlOdefined retail firms. Tables of contents precede 
major sections. Updated in part by Annual Retail Trade (Documents and 
Maps area C 3.183/3-). 

Example from 1972 Census of Retail ^Trade (figures for U.S. as a whole): 

8 UNITED STATES RETAIL TRAPS -AREA STATISUCS 

* table 1. United States, by Kind of Business: 1972-Contmued 
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Census of Selected Service Industries Reference HF 3007 A513 1972 & 1977 

Includes data on sales, employees, payroll, receipts by source, nuiriber of 
establishments, and more for more than 150 types of services such as 
hotels, notion picture theatres, and laundries as defined by the SIC system. 
Tables of contents precede major sections. Updated in part by Monthly . 
Selected Service Receipts (Documents and Maps C 3.239:). 



Example from 1972 Census of Selected Service Industries (figures 'for 
Waterloo-Cedar Falls) i 
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261 
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Census of Wholesale Trade Reference HF 3007 A512 1972 & 1977 

Data on number of wholesale establishments , sales, employees, inventories, 
and payroll for 118 SIC industries. Tables of contents precede major 
sections. Updated in part by Monthly Wholesale Trade Report (Documents 
and Maps C 3.133:)* 

B. Operating and Financial Ratios 

Examples of such ratios are the current ratio, prof its /sales, and debt/net 
worth? these and other ratios are used in financial analysis of a firm and 
its industry. The introductions to most of the following sources explain 
derivation and use of the various ratios. 

/Almanac of 'Business and Industrial Financial Ratios (Reference HF 5681 
'R25T68 year) : 

Presents operating and financial ratios for around 160 industries, with 
figures for industries subdivided by asset sifce. Note the industry index, 
table of contents, and introductory pages explaining derivation and inter- 
pretation of th'e ratios. Also, note there are two pages^for each industry: 
one is based only on corporations with a net income, the^other is based 
on corporations with and without net incomes . The Library has editions 
for 1972 aird 1975 to the present. 

Annual Statement Studies J (Robert Morris Assoc.) Reference HF 5681 B2R6 
year 

Consists of balance sheet and profit and loss composites, with selected 
operating and financial ratios for 300 lines of" business. Note intro- 
ductory pages explaining derivation and interpretation of the ratios. 
Also note statement studies index at the back of the volume. The Library 
has editions for 1973 and- 1976 to the present. 

i 



See table on 
next page. 



ERLC 



RMA rtcommmo* that Statamant Sludlaa data toa raoardad 
ontyaagarwalQuidal*aaar*M><atato*oiuta Industry norm*. 
Thara ara aavaral raaaona why tha data may not ba t\Aty 
rtpu f ndtftn of ■ Qhm Induatry: 

(1) Tha financial aUtamanta uMd m tha $faf*manf Stud*$ 
ara not tfci«t toy **f random or atatlatlcaHy rattotola 
mat hod. RMA rr+mb* toanka voluntarily tutor"* t no raw 
data thayr^avaiiat^aacnyaar.^thaaabaing tha 
onry conatralnta: (•) Tha fiaeal vow***-** tha com- 
panto* raportad may not too from April 1 through Juno 
2% and, (to) tha* total aaaata muat too too* than S90 



ra bUrtycornpa^fa^»artodpro*Ktl{n*a;how*rar.ma 
Sttmnt Stv+« catagorU* tham toy ma* primary 
product Standard mduatriai Oaaamcatlon («C) numbar 
only. 

O somaof aufjnduttry a arnplaa art rathar amaM in rat*- 
tton to tho total numtoar of ftrm* In a pbon induatry. A 
ratatfcaty amatt aampW can Incraaaa tha chanco* that 
aomo of our compoaftaa do not futty raproaoM an In- 



H) Thar* la tha chanoa that on antrama atatamant can ba 
praaant In a aampta. cauamg a dMproporttonata In- 
fluonca on tha Induatry compooito. Thia la particularly 
trua In a ratathaly amail aampta. 

<» Companiaa within tha aama Induatry may dm* In tha* 
mathad of oparatlona which In turn can diractly in- . 
fluanc* thalr financial atatamonta Sinca thay ara in- 
dudad in our aampi*. too, thaao atetamanta can algnlfi- 
cantry a/tact our cornpoalia calculation. 

(ft Othar conaidarationa that can raault In *riatlon* 
among drifarant companiaa angagad In tha aama 
panarai Una of touainoaa ara<diHarant latoor madu)t». 
pjoor/aphicai location: dtffarant accounting mathoda: 
quality ot product a handtad; aourcaa and mathoda ot 
financing: and tarma ot tat*. 

for thooo raaaont. MiA dtoat not noommmd tho Statamant 
Studtaa Uot*m to conaWarad aa aoao/ufa norma tot a 9*«* «■ 
dutfry /Ulnar th* ttgvroo should too only aa aonotol 
gvHoium and to add/fton to tho othof mthodo ot flMiKiat 
ana/yt/a. MA maftaa no Ooim aa to tho njproaan/af fronaaa ot 
ma itgurot prthtod to thit book. 
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Example from Annual Statement Studies : 



Current data grouped by asset 'size 
of firms making up the sampler The 
first column is based on the state- c 
ments of 39 firms with assets in 
the $0-$250,000 range ♦ No figures 
are given for the fourth column , 
because there are fewer than ten 
statements for firms in that size 
range (only three) . 



Current ratio for the groups: for 
the first group, 1.5 is the median; 
2.2 the upper quartile, 1.1 the 
lower ! quart ile . 



Sums of sales and total assets "for 
financial statements in each category. 
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Barometer of Small Business Reference HC 101 B28 year 

Statistics for 48 small retail and service businesses include expenses 
in relation to sales, composite balance sheets .and income statements, 
and more. Figures are summarized by business type and by size within 
business type. Note index to these business types at the front of the 
volume • 

c 

Expenses in Retail Businesses Reference HF 5429 E92 year 

"Lists figures such as advertising expenditures as a percent of sales, 
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and certain operating and financial ratios for 36 lines of business. Note 
contents page at front of volume. 

Financial Studies of the Small Business Reference HF 5681 B2F5 

Balance sheet and income statement figures as well as numerous ratios 
are presented for various retail, wholesale, service, contractor, and 
professional types of businesses. Note index and discussion of the ^ 
ratios at the front of the volume. 

Key Business Ratios (Dun & Bradstreet) Reference HF 5681 R25D85 year 

The expanded 1979 edition includes financial ratios for over 800 SIC 
lines of business, each subdivided by net worth. Note introductory 
pages explaining how the ratios are figured. Also note the outline 
of the SIC system at the back of the volume. If you have trouble 
locating the SIC number for the industry you are researching, you might 
iook up the industry in the alphabetical index at the back of the Stan- 
dard Industrial Classification ^Manual . Ratios for earlier years can 
usually be found- in the September, October, and November issues each 
year of the periodical Dun's Review , older issues of which are shelved 
in the Bound Periodicals area. 

Quarterly Financial Report for Manufacturing, Mining and Trade Corpora- 
tions Reference HD 9724 A214 year 

Presents quarterly financial and operating ratios for 22 manufacturing 
industries and totals for the retail, wholesale, and mining industries 
as a whole. 



C. Predicasts. Basebook Reference HC 1G6.6 B3 year. Available on-line. 

Basebook lists data on production, sales, imports, exports, prices, 
employment, and other factors fo?r SIC-defined industries and products. 
Suppose *ou are studying the television market. You must first determine 
the SIC number for televisions; if you don't already have this from the 
SIC Manua l, you might look up television sets in the "Alphabetical 
Guide to the SICs" at the back of Baseboo k. There, you are told to look 
up SIC 365 1200. Looking up this SIC number in the main part of Basebook , 
you find figures for several statistical series for the last ten to 
fifteen years . The unit of measure is given at "the right side of each 
row, along with the source of the data and the annual growth rate of the 
statistic. The full name of the source document is spelled out at the 
back of Baseboo k; if you want additional data on a particular topic, you 
mi'ght try checking library records to see if the source document is 1 
available in the /UNI Library. 

/ 

D. Standard ^Poor's Industry Surveys— Periodicals Desk 

This is a very useful source of information on industries and should 

be among the first places you look. It includes marketing and financial 

information on 36 industries, including in some cases market shares, 

/ ' v 

/ a * * 
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key demographics and variables, and financial comparisons of leading 
firms in the various industries • Use the industry and company name 
indexes at the front of Volume One, 

E. Trade association publications 

Annual Business Survey; Men's Store Operating Expenses Reference HD 
9940 U4M4 1979 

Annual Financial Review of the Meat Packing Industry Reference HD 9411 
A57 1979 

The Bottom Line (home centers and hardware stores) Reference HD 9745 
U4B67 1979 



Example from 1979 
edition of The Bottom Line , 
published by National Re- 
tail Hardware Association, 
copyright 1979. 

This example illustrates 
the type of information 
commonly found in trade 
association publications . 



All Home Centers 



Income Statement Date 



Numbtr of Storti • - ■ 

Net Sales Volume 

Current Year's Sales vs Previous Year . 

Grou Sa'e* . . . . . 

Lett- Total Deductions ...... 

Nat Sales 

Cost of Goods Sold 

Margin 



Payroll and Other Employe* Experts* 

SJartas -Owner*. Officers. Managers • 

Salines -Other Employ*** 

Federal and State Payroll Taxes .... 

Group Insurance 

Benefit Plan* 

Total Payroll and Other Employ** Experts* 



Occupancy Expanse 

Heat, Ught. Power. Water 

fltpai.S to Building , 

Rant or Ownership m Real Estate*. 

Total Occupancy Expert** . . . . 4 



Oth*f Com of Doing Business 

Office Supple* and Postage 

Advertising 

Donation* 

Telephone arid Telegraph 

Bad Debts 

Credit Card Expense 

Delivery (Other than Wages) 

Insurance (Other than Real Estate and Group) 

Taxes (Other than Real Estate and Payroll) 

Interest on Borrowed Money (Other than Mortgage*) . 

Depreciation (Other than Real Estate) 

Store and Shop Supplies 

Legal and Accounting 

Dues and Subscriptions , 

Travel, Buying, Entertainment , 

Unclassified • 

Total Other Costs of Doing Business 



Total Operating Expanae 

Net Operating Profit 

Other income 

Met Profit (Before Income Tax) 



Horn* 
C*nua 



lew 
Profit 



H.gh 
C+nt«r» 



322 
$1 .999.091 
♦ 11 11* 
107.33% 
7.33 
100 00 
69.33 
30 67 



57 

$1,301,828 
♦7 66% 
106 35% 
6 35 
100 00 
69 77 
30 22 



3.51 
1060 
.99 
.47 
.64 
16.21 



183 

S2.748.170 
♦13.41% 
106 86% 
686 
10000 
6815 
31 85 



3.99 
11.08 
1 02 
.59 
.64 
17 32 



3.04 
10 35* 
.96 
.40 
.68 
15 43 



.55 


67 


.52 


.41 


.31 


*J3 


2.28 


2 30 


2.36 


3.24 


3.28 


3.31 


.35 


.34 


.34 


1.75 


1 88 


1.70 


.08 


.05 


.10 


.24 


.28 


.21 


.49 


.50 


.48 


08 


.05 


.09 


.56 


.74 


.50 


.61 


67 


.60 


52 


.47 


.53 


.92 


1 36 


67 


.59 


.77 


.50 


.26 


30 


.26 


.33 


.37 


.32 


.05 


.07 


.04 


.17 


.20 


.14 


.73 


1.63 


.54 


7.73 


9 68 


7 02 


27 18 


30 28 


25.76 


3.49 


(05) 


609 


1.51 


1 50 


1.34 


SOO 


1.45 


7 43 



Merchandising and Operating Results: Department and Specialty Stores 
. Reference HF 5465 U4N332 1979 



42 
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Motor Vehicle Facts and Figures Reference HD 9710 U5A82 year 
Operating Results 'of Food Chains Reference HD 9321 07 1979/80 

F. U.S. Industrial Outlook Reference HC 106.5 Al7 year 

U.S. Department of Commerce forecasts "for some 200 U.S. industries. 
See industry index at back of volume. 

G. Value Liner -Periodicals Desk 

Pages for companies in a particular industry are preceded by a single page 
on the particular industry as a whole. 

H. Indexes such as Business Periodicals Index , Predi casts , and Wall 
Street Journal Index . 

IX. Markets and Products 

The sources in this section provide information useful in market and 
financial analysis. The decennial Census of Population provides detailed 
demographic figures on the nation, states, counties, and cities. County 
and City Data Book and State and Metropolitan Area Data Book provide 
similar information but in much less detail. Survey of Buying Power 
comes out annually and as such is a good source for up-to-date estimates 
on a few key variables such as income groups, age groups, and store 'Sales 
for geographic areas as small as counties and selected cities. -Sources 
such as Marketing Studies and Progressive Grocer's "Guide to Product Us v age" 
give information on users of particular products and key factors in mar- 
keting of these products. Finally, Trade Names Dictionary answers ques- 
tions such as, "Who makes 1 Ivory Liquid 1 ?" 



A. United States Bureau of the Census— The ten year censuses aire a vast 
collection of data on the people of the United States." Separate multi- 
volume series are published on population, housing, and special subjects. 
One such series is listed below; others are shelved in the same area of 
the Reference Collection. The five year business censuses are described 
in Section Eight. Partial results of the 1980 census have been published 
during 1981; ask to "see these at the Reference Desk. 

1970 Census of Population Reference HA 201 1970 A568 Volume and part 

For states, covin ties, cities, and the nation, this source lists information 
such'as number of inhabitants, household size, income, occupation, edu- 
cational level, and other social and economic characteristics* This 
multi-volume set includes separate summary volumes for the U.S. and for 
each of the states. Use the table finding guide inside the front cover 
to locate data on a .partibular topic. This is updated in part by Current 
Population Reports , shelved in the Documents and Maps area at C 3*186: 
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Example: First few lines of table finding guide inside front cover of 
the volume for Iowa. Suppose you want to find a breakdown by 
age group of the population of Iowa standard metropolitan 
statistical areas. Look down jthe left hand column under Subject 
until you find the heading Age: Age Groups. Follow this row 
across the page until you come to the column under SMSA's. 
Tables 24, 96 , and 138 include figures on age groups in SMSA's. 



TABLE FINDING GUIDE-Subjects by Type of Area and Table Number 

This guide lists all subjects covered In this repon,. but does not indicate all 
cross-classifications (e.g. f by age f race, or sex) or the historical data shown in some 
tables. An asterisk (*) indicates that the table presents data for Negroes 
exclusively; the symbol (t) means the table presents data for persons of Spenish 
heritage exclusively. Data on allocation rates appear in chapter B. tables B-1 to 
8-5, and chapter C. tables C-1 to C-4. 
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ThiS&ti 
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it*n< 
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StinoVtf mitrO' 
f olitin sutmctl 
•rtis 

PUcetof 50.000 
or more (or ctntril 
mm) 
Urbiniiid tret* 


Pl«c»tv«!h ftwtr 
tfcen 50.000 


Tofiri 


Urbin 
Rurtl nonf*m 
RuriJ firm 
Sat of pfecf 


NUMBER OF INHABITANTS 


1.2.4.5.14.15 


13.5 


4 


6 8.10-14 


6-8.10 


SUMMARY CHARACTERISTICS 
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16.32,4042 
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19 












20.21.48.59.138 


20.48.59.138 


70 


24.96 t .138 


28.31.112* 




17.18.139 


17.18 


17 


23 


27.31 




45.49.60.138 142 


49.60.138 


71 


81.138.140.142 


102 




45.50.61.140 


50.61 


72 


82.91*,97». 140 


102.l08M13t.117 



Count** 
9.10 1 
16.33 1 . 43.44 



3S.38.129*.134.136 
34.38 
119 

119.125M30* 



Example: first few lines of table 24, which details metropolitan area 
population by age group (Cedar Rapids, in this case) 



Table 24. Age by Race and Sex, for Areas and Places: 1970 



|For minimum bost for derived f»gwreV (percent, mtdttn. tic ) one meomng of Symbols see te*t| 



Standard Metropolitan 
Statistical Areas 
Places of 50,000 or More 
(or Control Cities) 
Urban Bolanco 
Urbanized Areas 
Pieces of 50,000 or More 
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CEDAR RAPIDS 






14) 213 


71 447 


44 544 


77 SCI 


U 332 


403 905 


13* m 


110 442 


52 519 


58 053 


51 502 


54 925 


143 


••3 


92 035 


3 149 


1 627 


1/522 


I 588 


I 494 


26 18 


3 47) 


2 116 


1 1)8 


998 


1 082 


972 


25 


17 


2 170 


3 217 


1 627 


J, 590 


1 585 


1 558 


30 19 


3 416 


2 115 


1 068 


1 047 


1 030 


1 018 


29 


17 


2 149 


3 057 


1 S26 


1 S3) 


1 487 


1 499 


23 25 


3 409 


2 024 


989 


1 035 


951 


1 005 


23 


24 


2 U4 


3 16? 


I 594 


1 568 


1 558 


1 535 


22 19 


3 212 


2 081 


I 055 


1 026 


t 022 


996 


21 


19 


2 064 


3 189 


I 641 


t 548 


1 614 


) 515 


19 26 


3 205 


2 062 


1 080 


982 


1 053 


952 


19 


76 


2 020 


3 467 


1 761 


1 706 


1 718 


1 686 


33 14 


3 048 


2 224 


1 117 


1 107 


1 079 


1 091 


32 


13 


I 991 




B. County and City Data Book Reference HA 202 A35 1977 

This boojc includes for the nation, states, counties , metropolitan areas , 
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and cities statistics on population, family income, building permits, 
manufacturers, wholesale and retail trade, and more. Use the column 
theadings guide at the front of the volume to locate data on a particular 
topic. Note that item numbers are not the same as page numbers. 

Example: 



Table 4.- CITIES 

(Dm tit tor Cilie»h*ving2S000ifth*b»l*nttOf fott m 1975 M»f\w**i$n(-J cUnotn dfCreiw} 
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1970 
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1960 
1970* 
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1960 
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17 097 
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19.5 



66$ 
l <»67 
663 
119 
U7*4 
101 
«11 
519 

261 
662 
169 
629 
293 
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■99.3 
99.6 
91.6 
69.1 
66.6 



Pr- 
een t 



2. 


3 


1000* 




1 


440.0 






100.0 


11. 


$ 


51.6 


3. 


3 


19.$ 


6 


3 


128.7 


10 


2 


65.0 




1 


(NA) 




.2 


-27.2 




.1 


C) 


6 


.2 


33.1 


7 


.6 


111.9 


12 


.9 


67.8 



Ptf 

cent 

57.3 
66.2 
65.6 
66,. 6 
70.2 
65.6 
67.6 
51.6 

67.7 
56.3 
66.0 
78.1 
65.0 



Per- 
cent 

3.2 
9.6 
9.7 
11.0 
16.3 
10.6 
11.6 
1.7 

".6 
1.9 
13. 4 
7 

6.1 



Ptr 
cent 

16.6 
30.7 

6.3 
10.6 

6.0 
19.6 
13.2 
19.7 



Ptr- 
cent 



13.9 
25.7 P0 
12.3 GE 
13. * « 
23.11 M 



12.2 
17.7 
33.3 
21.6 
52.1 
31.7 
20.6 
19.1 

30.3 
12.1 
22.1 
10.6 
12.9 



Ptf 
cent 

1.6 
1.0 
(♦) 
.9 
(♦> 
1.5 

I. 1 
(•» 

I I . 4 
(f ) 

;s 
<?> 

7.2 



Ptr* 
cent 

7.5 
.6 
2.6 
-.6 
-3.3 
-1.3 
-2.3 
115.2 

-.9 
9.5 

1.3 
-.0 



Per- 
otnt 

2.2 
30.5 
11.5 
23.1 

3.4 
16.3 
•3.3 
1000* 

15.1 
129.6 
10.2 
24.5 
16.9 



C. County Business Patterns Documents & Maps C 3.204: 

This publication lists data on employment, payroll, and number of estab- 
lishments in SlOdefined industries, for all counties. You can look in 
this source to find, for example, the number of florists in Black Hawk 
County and their annual payroll. There is a volume for each state and 
the U.S. as a whole. 



Example: 

Table 2 Counties-Employees, Payroll, and Establishments, by Industry: 1979-Continued 

alphabet** wd»cate T>floy™»nt-»a4 class— see footnote ) " __ 



sic 

code 



Industry 



I 

72t« 
722 
723 
729 
73 
731 
732 



! BLACK HAWK-Contmued 



Industry! launder* 

Photogr*ph»c stutfos. port/at . . 

Beauty shops. ■ . •> 

Miscellaneous pertonel services 

Bushels services 

Adverbs*? M „ . 

Credit reporting, and collection 



Number of 
employees 
(or week 

including 
March 12 



(C) 
64 

269 
96 

913 
90 
(B) 



Peyron ($1,000) 



First 
Quarter 



(0) 
172 
405 
137 
1560 
235 
(0) 



(0) 
730 
1 738 
596 
6 750 
1 103 
(0) 



Number of esUbUshments. by employmem>*ue class 



Total 



5 to 9 



10 
to 
10 



20 
to 
49 



50 
to 
99 



100 
to 
249 



250 
to 
499 



500 
to 
999 



1000 
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D. Guide to Consumer Markets Reference HC 101 C73 1977/1978 

Includes in one volume information on population, employment, income, 
expenditures for various product groups arranged by characteristics of 
production, and prices. Note definitions of terms and subject 
at back of volume. . _ 
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E. MEI Marketing Economics Guide Reference HC 106.6 M36 year 

This- includes data on population/ household income by groups / disposable 
personal income/ and retail sales by store groups for the U.S./ states/' 
counties/ and selected cities. 

F. Marketing Studies Reference HF 5415.3 M285 

This four volume set/ published by Executive Communications/ consists 
of roughly two to five page summaries of the markets for some eighty 
products/ such as convenience foods / baby products / imported beers, soft 
drinks / bicycles / and life insurance. Each summary includes information 
such as major firms, marketing problems, promotion approaches, and obser- 
vations by key executives. To determine if a particular product is covered, 
you^ must look in the tables of contents of all four volumes 1 

G. Notes on Sources of External Marketing Data Reference 2 7164 M18D35 

H # Progressive Grocer — "Guide to Product Usage" Reference HD 9321.4 
G8 1980 

Each year a July issue of the journal Progressive Grocer presents demo- 
graphic information on heavy users vs . average users of numerous grocery 
and general merchandise items'. An introductory section explains hov: to 
interpret the information. 

I. State and Metropolitan Area Data Book Reference HA 202 S72 year 

This includes figures on population, education, employment, personal «■ 
wealth, crime, construction, commerce, energy, and many other topics. 
Use the subject index at the back of the volume to locate information. 



Example: 



Region division, 
and State 


Farm population 


farms tDept ot Agriculture) 




Number 




Land in farms 


Avenge acreage per la 


rm 


1970 


' 1960 


19S0 


Percent 
decrease 


1978 


197S 


1970 


1960 


1978 


1975 


1970 


1960 


1978 


1975 


1970 


1960 


I960- 
1970 


19S0- 
1960 


1683 


1684 


168S 


1686 


1687 


1688 


1689 


1690 


169! 


169? 


1693 


1694 


169S 


1698 


:697 


16S8 


1699 




1.000 


1.000 


1.000 






1.000 


J ,000 


1,000 


1.000 








Mil 










c 


















acre 


act as 


acres 


aces 












9 7U 


1* 63* 


23 one 


37.9 


32.2 


2 672 


2 767 


2 9<49 


3 963 


1 072.1 


i 061. « 


1 102.4 


1 175.6 


«01 


391 


37«. 


297 




699 


1 U9 


1 791 


37,5 


37.5 


16«i 


167 


172 


273 


27.2 


27.6 


26.5 


36.3 


166 


167 


166 


i«.o 


Htm Ufir* 


126 


232 


"03 


«<*«7 


<*2.<* 


26 


26 


31 


63 


5.3 


5.3 


6.0 


10.2 


U9 


i*2 


!*« 


162 




30 


61 


122 


50.2 


50.0 


6 


6 


9 


19 


1.7 


I.' 


1.9 


3.3 


211 


HI 


r<2 




Htm Miiftfcrft 


M 


22 






53.2 


3 


3 


3 


7 


.6 


.6 


.7 


1.2 


167 


19 J 




i k; 




32 


56 


at 


«3.2 


30.9 


7 


7 


7 


13 


1.8 


1.8 


2.0 


3.1 


269 









J. Survey of Buying Power Reference HF 5437 S35 year 

This is a special issue of the journal Sales & Marketing Management . 
It includes small area (county and large city) data on population by 
age group and by effective buying income, sales for six store groups , 
pn|f>and more. Note introductory pages explaining terms used in the Survey . n 
S£pfei^ and examples of how businesses have used figures given in this source. . 3o 
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K. Survey of Buying Power Data Service Reference HF 5437 S36 year 

Loose leaf service which expands on the information presented in Survey 
of.Buying Power . Note detailed table of contents at beginning of the 
volume. 

I,. Trade Names Dictionary Reference T 223 V4A22 year 

This is the source to consult when you want to know, who makes a parti- 
cular branded product, such as "Comet" cleanser. Simply look up the 
brand name in the alphabetically arranged volumes; the firm making the 
product is listed after the brand name. 



Information on. Companies 

You should be able to find information on large publicly-held firms in 
one of the sources listed below. Privately-held firms, those which do 
not sell" securities to the public, are not required to disclose financial 
information on their, operations. However, you may be able to find brief 
information on such^firms in directories such as those under B. below 
and in journals with the help of periodical indexes. The Directory of 
Companies Required to File Annual Reports With the Securiti es and Exchange 
Com^ssion (Reference HG 4556 U5A39 year) can be helpful in determining 
that a particular' company is, required to disclose information. 

Ariother reason for not finding much or any information on a firm is that 
the firm is actually a subsidiary of another company. You can check the 
Directory of Corporate Affiliations (Reference HG 4057 A219 year) to see 
if this is the problem, in which case you might try looking up information 
(however brief) on the subsidiary under the parent's name. Do^'t expect 
to find much, though. 

A third reason for not finding much ,data on a firm is that r the firm is 
very .small, whether publicly or privately-held. .You may find information 
on such" firms in directories listed below or in state industrial direc- 
tories shelved in the Reference T 12 area. 

A. Corporation Annual Reports File— located in files north of Reference 
Desk 

' Includes 10K reports (required by the U.S. Securities and Exchange Com- 
v mission* of publicly-held companies) and annual reports to stockholders^ 
for some 300 firms. Annual reports typically include extensive financial 
information, usually for the lajst five to ten years of operations. Nota 
the card file index on top of the cabinet which lists companies represented 
in the filfe and ia some cases gives cross references from major susid- 
iaries to parent firms. About the last five years of reports are available 
in this file. Older reports are available for some firms. Ask at the 
Reference Desk. 

B; Directories—The Library has many directories of companies, such as 
Million Dollar Directory by Dun & Bradstreet (Reference HC 102 D8 year) 
and Leading U.S. Corporations (Reference HD 9723 N4 year). 
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C. Indexes such as BPI, P^dicasts F & «S Index , and* Wall Street Journal 
Index 

Indexes such as the above are of course good for finding articles on 
companies. The latter two, as mentioned earlier, include separate sec- 
tions arranging articles by company name. 

D. Moody's Handbook of Common Stocks Reference HG 490b M815 

According to the introduction, this book answers five questions: What does 
the company do?? How has it done in the past?,; How is it doing now?; How will 
it fare in the future?? and For what type of investor is the stock suitable? 
Over 900 stocks with high investor interest are covered, 

» 

E. Moody : s Manuals : Bank and Finance, Industrial, OTC Industrial; Muni- 
cipal and Government, Public Utilities, and Transportation. Reference HG 
4961, HG 4931, HG 4971 — call numbers vary slightly for the different volumes 
but are shelved in the same general area. 

A multi-volume set which includes for larger companies information such 
as company history, income and balance sheet data, selected financial,, and 
operating ratios, and more for the last three to ten years (varies -with - 
company size). Note company index at frortt of, each volume. If you are 
not sure which volume to consult for information on a certain company, 
look up the company name in Moody's Complete Corporate Index (Reference 
HG 4961 M735 year), an index to all the Moody's manuals. The current 
edition of these Manuals is kept in Reference? older editions are shelved 
in the General Collection at the same call number. 

F. Standard & Poor's Stock Market Encyclopedia Reference HG 4921 S68 ye j 

This is an excellent source for information on companies in the S & P 500. 
For each company there is information on the current outlook for the firm, 
important developments, per share data, income and balance sheet data 
for about the last ten years, types of business, capitalization, and more. 

Value Line — Periodicals Desk 

Includes investment advisory information on some 1700 firms in more than 
ninety industries: revenues, operating margin, book value per share, 
beta value estimate, capital structure, P/E ratio, financial ratios, 
and more for about the last ten years of operations. The pages for com- 
panies in a particular industry are grouped together, preceded by a 
single page on that particular industry as a whole . Note company name 
and industry indexes at front of Volume One. < 
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1. Suppose you are studying the tobacco industry and need price information 
on the industry. Turn to the pages for this industry. What is the first- 
publication listed under "price sources"? How would you check to see if 
the Library has the publication? ( Encyclopedia of Business Information 
Sources Reference HF 5353 E52 1980) 

Answer : 

2. Suppose you are reading an article in the Wall Street Journal and come 
across a reference to "PERT." What is PERT? What is the title of the 
first reference? ( Encyclopedia of Management Reference HD-19 H4 1973) 

Answer: (List only page numbers for entry and title of Information 
Reference at end of entry.) 

3. ^ What do managers mean by "psychographic segmentation"? ( Dartnell Mar- 

keting Manager's Handbook Reference HF 5415.13 D35) 

Answer: (Give page numbers only.) 

4. Suppose you are researching the wine industry. What is the entry number 
for the second publication listed under the subject heading Wine and wine 
making—United States—Statistics, in the 1979 subject index volume of 
Monthly Catalog of U.S. Government Publications (Documents & Maps Index 
Tables)? 

Answer: 

Look up this entry number in the appropriate 1979 main entry volume. 
(Entry number ranges are printed on the outside of the volumes.) What 
is the publication's Superintendant of Documents classification number? 

Answer: 

Does the library collection include this publication, which is part of 
the Agricultural Economic Report Series? (Look up its Supt. of Documents 
number in the Documents shelf list, small card catalog just inside front 
door of the Documents & Maps area.) 

Answer: 

5. What is the SIC number for video tape recorders as listed in the 1979 
Predi casts F & S Index (see alphabetical guide to the SICs at the front 
of the 1979 volume)? What is the title of the first article listed under 
this SIC number for "Video Tape Recorders— Sales & Consumption" in 1979 
volume? ( Predicasts F & S Index Index Tables) 

Answer : 
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This article was published in which journal? Does the library collection 

include this journal? 

« 

Answer: 

What is the entry number (of the form xx:xxxxx) for the first publication 
listed under the subject heading EMPLOYEE MOTIVATION in Cumulative Subject 
Index to Psychological Abstracts, 1979-80? ( Psychological Abstracts— Abstract 
Shelves) 

Answer: 



Look up the abstract number (the number after the colon) in the appropriate 
volume (number before the colon) of Psychological Abstracts . The article was 
published in which journal? Does the library collection include the journal? 

Answer: 

Suppose you arc. asked to do a literature review on the theory of achieve- 
ment motivation. Which of the four types of journals described in Part 
Three, Section Five is probably best for this assignment?. 

, \ 
Answer: 



What was the January, 1981, total unemployment rate for the U.S. civilian 
work force? ( Economic Indicators Current Periodicals — shelf 18) 

l(nswer : 



What is the Standard Industrial ClassiJication number for manufacturing 
establishments whose primary activity is production of farm machinery? 
( Standard Industrial Classification Manual Reference HF 1*041 U613 1972 + 
Supplement) 

Answer: 



10. How many television sets were produced or purchased by U.S. manufacturers 
each year from 1950 to 1974? ( Business Statistics: The Business Sup- 
plement to Survey of Current Business Reference HC 101 A1313 1975) 

Answer: (Give the figure for 1974 only.) 

11. Suppose you are working on a project and need figures on farmland con- 
version to nonagricultural use in Iowa, Illinois, and other miidwestern 
stages. Look up Farms and farmland in the 1980 index volume for American 
Statistics Index (Documents & Maps area index Table). What is the entry 
mmtoer for the publication entitled "Farmland conversion to nonagricultural 
use"? 
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Answer: 

\ 

Look-up this entry number in the 1980 abstracts volume. What is the pub- 
lication's Supt. of Documents classification number? 

Answer: 



Does the library collection include this publication? (Look up its 
Supt. of Documents classification number in the Documents shelf list.) 

Answer: 

.ccording to the 1972 Census of Retail Trade , what were total sales in 
1972 for all U.S. hardware stores? ( 1972 Census of Retail Trade Reference 
<HF 3007 A5 1972 v.l) 

\ 

Answer^ 

What was the median current ratio 4.n 3.979 for retail drug stores of all 
sizes? ( Annual Statement Studies Reference HF 5681 B2R6 1979) 

Answer: (Remember that the introductory pages explain how to read the 
«• tables.) 

Suppose you are studying the wine and brandy industry. Look up this 
industry in the "Alphabetical Guide to the SICs" at the back of the 
1979 Basebook (Reference HC 106.6 B3 1979). What is the SIC number? 

Answer: * 



Look up this approximate number in the main body of the volume, where 
information is arranged by SIC numbers. What was the 1978 wholesale 
price index level for wine and brandy? (Notice the figure is given 
for several other years, too.) 

Answer: 

/ 

Suppose you need to know what percent of sales home furnishings stores 
typically spend on advertising and promotion. What is. this percentage 
figure for stores with sales under $500,000, according to Expenses in 
Retail Business (Reference HF 5429 E92 1980) . 

Answer: 
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16. Which cigarette brand has the highest market share and what is its market 
share? ( Standard & Poor's Industry- Surveys— Periodicals Desk) 

*> 

Answer: c 

17. Does the Library have a trade association report on the men's clothing 
industry? 

Answer: 



18. What is the outlook for the next five years for farm machinery and equip- 
ment? ( U. S. Industrial Outlook Reference HC 101 U54 1981) 

Answer: 

19. " What was the net profit margin for Exxon Corporation in 1979? How did 

this conpare with the petroleum (integrated) industry as a whole? ( Value 
Line — Periodicals Desk) 

Answer: 



20. Suppose you are looking for cities around the midwest to site your advanced 
consumer electronics stores. Further suppose you have found that engineers 
tend to be important customers at already established stores. - How many 
people were employed as engineers in Linn County, Iowa, in 1970? (1970 
Census of Population Reference HA 201 1970 A568 v. 1 pt. 17 c.l or c.2) 
(Figures are not yet available for the 1980 census.) 

Answer: 



21. How many eating and drinking establishments (SIC 58) were there in Jo 
Daviess County, Illinois, in 1978 or 1975 or 1972? ( County Business 
Patterns Documents & Maps C 3.204: each year arranged alphabetically 
by state) ^ 

Answer: 



22. List three characteristics of "heavy users" of rice. ( Guide to Product 
Usage Reference HD 9321.4 G8 1980) 

Answer: (See, introductory pages for information on how to read the 1, product 
usage tables.) 



23. What percent of Cedar Falls households had an income of $25,000 or more 

in a recent year? ( Survey of Buying Power Reference HF 5437 S35 year pt.l) 
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Answer: 



24. What were" Coca-Cola Congpany (Del.) net sales in 1979? ( Moody 1 s Industrial 
» Manual Reference HG 4961 M67 year Vol. 1) 



Answer: 

r 

25. Is there .an annual report for Montgomery Ward iji the Corporation Annual 
Reports File? * 

Answer: 

26. , Suppose you are researching a company and have found nothing after looking 

in sources such as Value Line, Moody's Manuals, and Standard & Poor's 
Stock M*y)cet Encyclopedia . What are three possible reasons for not 
finding a firm listed in major \ corporation reference sources? Where 
should you look next? 

Answer: 



\ 
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PART FOUR—SPECIFIC DISCIPLINE SOURCES 



I, Marketing 

h. * Dictionaries, Handbpoks, etc. — review Part Three, Sections Two and 
Three on use of such sources 

, 1. The Dartnell .Advertising Manager's Handbook Reference HF 5823 S78 

This includes 21 chapters which ^summarize the basics of most * 
aspects of advertising, including campaign planning, production 
of the ad, 'media selection and evaluation, readership studies, 
and budgeting. Numerous examples and cases illustrate key points. 
Use the index at the back of the volume. 

2. The Dartnell Marketing Manager's Handbook Reference HF 5415.13 D35 *' 

Consists of summary articles on topics such as organization and 
staffing, product labels, goal setting, marketing research, the 
marketing plan, product development, international marketing, and 
control. Note references at end of chapters as well as detailed 
index. 

3^ Dictionary for Marketing Research Reference HF 5415.2 D513 

Contains definitions of more important marketing research concepts. 
Note references adjacent to some terms. 

4. ' Data Survey for Business and Market Analysis Reference HF 5415.1 

F7 1969 

5. Handbook for Business on the Use of Government Statistics Reference 
Z"1223 Z9M39 

/ 

Contains detailed cases ^explaining use of .government statistics 
■ in particular business situations. 

6. Measuring Markets: A Guide to the Use of Federal and State 
Statistical Data Reference HF 5415.3 N44 1979 

Lists and briefly describes state and federal sources useful for 
measuring markets. Note part three, which gives detailed examples 
of how such sources can be used in marketing and sales management. 
These detailed examples include estimation of total market potential 
for fibre boxes in a given area, development of a method for 
establishing sales quotas for televisions by state, and selection 
of a county in which to locate a new Supermarket. In each case, 
the example includes the objective, kind of business, problem, 
sources of data, assumptions, procedures and^alculations, arid 
conclusions * 

B. Indexes and abstracts « . ° 




1. Journal of Marketing Current Periodicals, Shelf 12 



Each issue includes an abstracts section which summarizes recent 
A articles on topics such as marketing mix, special markets, macro- 
marketing, marketing institutions, and marketing policy. 
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2. Don't forget to use the more general business indexes -and abstracts 
' ' described dn Part Three, Section Four. 

: C> 'Markets, Medici, and Products , 

Use appropriate sources listed in Part Thjree, Sections Seven and Eight 
to locate information on markets, industries, and products. Below are 

• \ .a few' additional spuroes useful in marketing and advertising study. * 

r> * . ' " \ 

1. Consigner Expenditure Interview Series : Docs & Maps X 2.71: 448- 
& 455-r ' 

This survey, conducted' periodically by the Bureau of Labor Statistics, . 
reports on average annual income and expenditures for commodity and 
service groups,, classified by several family characteristics. For 
example, this source includes information on annual family expen- 
• ditures for alcoholic beverages broken down by family income. 
Another publication in this series reports selected weekly expen-,, 
ditures by family characteristics. The latest survey* was conducted 
in 1972^74 and was released over the next several years. An 
abbreviated update is usually published in the national income 
issue (July) each year of Survey of Current Business . 

2. Notes on Sources of External Marketing Data Reference Z 7164 M18D35 

3. standard Directory of Advertisers Reference jlF 5805 S7 year 

This answers questions such as which advertising media are used by firms 
iA particular industries*. A budget breakdown by medium is provided for 

* some firms. 

4. Standard '"Rate and Data Service Reference HF 5905" S7 Volume and year . 

Multi-volume set which contains advertising rate information for 
newspapers, radio and television stations, direct mail, transit, 
and various types of magazines. Note detailed explanations at 
front of volume. 

5 # Survey of Buying Power Data Service Reference HF 5437 S36 year 

Sections 16-21 of this source present information on retail sales 
by store group, population characteristics, merchandise line sales, 
and more for televisio n markets acrpss the U.S. 



II . Finance 



A. Dictionaries, Encyclopedias, etc. —review Part Three, Sections Two 
and Three on use of such sources 

Glenn G. Munn's Encyclopedia of Banking and Finance 
Reference HC 151 M8 19.73 ' 55' 

v - Eiitries irange from a paragraph to several pages on toflics^such as blue , 
sky laws, ex-divided, treasury bills, and the Joint Economic Committee. ' 
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Longer entries sometimes discuss uses, give examples, and cite sources 
to consult for additional information. 

V 

Thorndike Encyclopedia of Banking and Financial Tables 
Reference HG 1626 T49 + Yearbook 

Includes tables for irortgage amortization, depreciation schedules, 
'* compoymd interest, and annuity, 4 useful in problems involving the 
time value of money, 

B.' Indexes 

1. Accountants 1 Index Index Tables 

A cpmpxehensive subject author index to articles, books, and 

other types of publications in the areas of accounting and 
related fields including financial management, investments, 
and taxation. 

2. The Fed in Print Index Tables 

This is a subject index to the business reviews (periodicals) 
of the Federal Reserve Banks. The library collection includes 
most of these FRB reviews. Check the List of Serials for 
holdings, though. 

3. Don't forget to use the more general business indexes and abstracts 
described in Part Three, Section Four. * 



Human Resources 

A. > Dictionaries, Handbooks, etc.— review Part Three, Sections Two and 
Three on use of such sources 

1. Dictionary of Behavioral Science Reference BF 31 W64 

This is a subject dictionary covering all areas of psychology. 

2. Handbook of Modern Personnel Administration Reference HF 5549 F29 

The eighty-one chapters of this one volume handbook cover many 
important areas .of personnel administration, including personnel 
policy, recruitment, training and development, wage and salary 
administration, benefits, and recordkeeping. Note the biblio- 
graphies at the ends of most chapters. Also note detailed 
subject index and table of contents. 

3. Personnel Management: Labor Relations and Policies and Practices 
Reference HF 5549 P652 and P653 

The first two volumes of this up-to-date, loose leaf service 
cover labor matters .that businesses face in dealings with 
employees: fair employment practices, wages and hours, equal 
pay law, labor relations, OSHA, and more. Note Labor Index 
at back of volume one (references are to paragraph numbers;) . 
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i 

i, 

The Policies and Practices volume provides straightforward 
information on topics such < *. training programs; promotions , 
discipline, job evaluation, keeping employees informed, morale 
building, personnel forms , and more. Note index at back. of 
volume (references are to paragraph numbers). 

4. Career Collection Information File (LIB 225) 

Folders under the heading "Industry — Iowa" include information 
on benefits packages offered by certain companies with a strong 
Iowa connection. 

B. Indexes and abstracts 

1. Human Resources Abstracts Abstracts Shelves 

Contains abstracts of articles, books, and government publications 
dealing with topics such as quality of worklife, equal employment 
opportunity, earnings and benefits, and human resources and society. 
Note subject index at back of volume (numbers refer to entries, 
not pages) as well as table of contents. 

2. Personnel Literature Index Tables 

This is a mdnthly list of books, articles, and pamphlets arranged 
by some eighty subject headings suoh as absenteeism, group rela- 
tions, job design, and organizations. The annual index, posi- 
tioned at the back of each bound annual volume, is arranged by 
name and by very specific subjects. Numbers in the annual index, 
such as 8-60, are individual publication, entry numbers, not page 
numbers . \ 

3. psychological Abstracts Abstract Shelves X 
See description in Part Three, Section Four. 

4. Don't forget the more general business indexes and abstracts 
listed in Part Three, Section Four. 



Production 

A. Handbooks—Review Part Three, Sections Two and Three on use of such 
sources 

1. Production Handbook Reference TS 155 P747"l972 

Twenty-two chapters cover topics such as statistical quality 
control, production planning, inventory control, purchasing, 
inspection, and statistical methods/ Chapters include plenty 
of tables, examples, diagrams, and references for additional 
information. Note list of sections inside front and back 
covers; also note subject index at back of volume. 
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2. Quality Control Handbook Reference TS 156 Q3J8 1974 

Forty-eight chapters co% r er topics such as acceptance sampling, 
motivation, control charts, and applications in various indus- 
tries rangxng from metal fabricating to services. Note tables 
and subject index at back of volume. 

B. Indexes 

1. Applied 'Science and Technology Index Index Tables 

This is a subject index to technical journals covering topics 
such as quality control, materials handling, numerical control, 
inventories, computer technology and applications, engineering, 
and machinery. 

i 

2. Other indexes and abstracts listed in Part Three, Section Four , 
cover many of the topics covered in Applied Science and Tech- 
nology Index, but from a less technical point of view. 
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Handbooks, Encyclopedias, Dictionaries, etc. — review Part Three, 
Sections Two and Three on use of such sources 

1. Accountants' Handbook Reference HF 5621 A22 1970 

This is a large volume with concise discussions covering topics 
such as financial statement form and content, production costs, 
liabilities, and partnership Recounting. "This volume presents 
in compact form the full range of essential principles, rules, 
and procedures of commercial and financial accounting. " (Intro- 
duction) Use the general index at the back of the volume as a 
finding aid. 

2. Dictionary for Accountants Reference HF 5621 K6 1975 
Includes definitions and short discussions of accounting terms. 

3. Encyclopedia of Accounting Systems Reference HF 5635 E54 1976 
3 vols. 

Describes and illustrates the accounting systems used in various 
types of businesses such as bakeries, carbonated beverage pro- v 
ducern, and department stores. Accounting practices peculiar 
to the particular industry are explained. Look inside the front 
cover of any of the three volumes to see the industries covered. 

4. Handbook of Cost Accounting Reference HF 5686 C8H237 



This handbook aims to combine marerial on the information needs • 
of managers with discussion of accounting procedures; no chapters 
are devoted entirely to external reporting per se. Chapters 
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cover topics such as cost measurement/ cash budgeting; and 
divisional cost analysis. Statistical tables and index are at 
the back of the volume* 

5. Handbook of Modern Accounting Reference HF 5635 H23 1977 

This volume emphasizes important aspects of external reporting, 
again in concise chapters, covering topics such as revenue 
recognition, inventories, depreciation, leases, and research 
and development costs. Use the index at the back of the volume 
as a finding aid. 

6. Who Audits America; A Directory of Publicly Held Corporations 
and the Accounting Firms Who Audit Them Reference HF 5616 U5W5 

.1978" . 

Indexes and abstracts 

1. Accountants Index Index Tables 

A compr ehensive subject, author index to articles, books, and 
other types of publications in the areas of accounting and related 
fields including financial management, investments, and taxation. 

2. Don't forget to use the more general business indexes and abstracts 
described in Part Three, Section Four. 

Professional Standards 

AICPA Professional Standards Reference HF 5667 A55 1974 

This four volume loose-leaf service, updated regularly, "brings 
together for continuing reference the currently effective pronounce- 
ments on professional standards issued by the American Institute of 
Certified Public Accountants (AICPA) , the Statements and Interpre- 
tations of the Financial Accounting Standards Board (FASB) , the 
Statements of the International Accounting Standards Committee (IASC) , 
and the International Auditing Practices Committee (IAPC) . 

Volume one deals primarily with auditing, while volume two covers 
ethics and bylaws. "Volumes three and four include the currently 
effective Accounting Research Bulletins, the Opinions and Statements 
of the APB, the Accounting Interpretations issued by the AICPA, the 
Statements and Interpretations of the FASB, FASB Technical Bulletins, 
and the Statements of the IASC." (Introduction to volume one.) 

The first few pages of each volume explain how to use that volume. 
The cross-reference tables section (marked with a red tab) near the 
end of volume four serves as an index to locate Opinions, Statements, 
Interpretations, etc. in volumes three and four. 

Tax reference sources 

1 # Federal Tax Regulations Reference HJ 3252 A35 year 
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This annual set presents "the rules and regulations promulgated 
by the Treasury Department which deal with. income, estate, and 
gift taxes." 

2. Federal Taxes (Prentice-Hall) Reference Hj 3233 P83 7 year 

This is a' multivolume loose-leaf service designed to provide 
up-to-date information on federal tax statutes, regulations, 
court decisions, etc. 

Volume one is an index volume with separate sections to help in 
finding information on subjects, transactions, rulings, cases, 
articles in tax journals, and tax rates. The introductory pages 
of volume one discuss how to use the entire service and include 
flow charts of sample searches. 

Volumes two to eight are income tax compilation volumes. Volume 
eight also includes proposed regulations. Volume nine is the 
current material volume; v look here, for recent developments. The 
AFTR 2nd volume contains full texts of Federal tax cases decided 
by the State and U.S. courts, other than the Tax Court. These 
decisions are bound periodically and are shelved at Reference HJ 
3251 A39P7. The IRC volume consists of the complete 1954 Code 
as amended. Other volumes in this service cover estate, and gift 
taxes and excise taxes. 

3. U.S. Tax Court Reported Decisions Reference KF 6324 A5P75 

4. U.S. Tax Court Memo Decisions Reference KF 6324 A5P76 
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VI. Law sources 

A. Citation format for legal materials 

In conducting law-related research you will come across citations 
to court cases, statutes, administrative rules and regulations, or 
other forms of law. If you want to examine the full text of the 
cited law, be it statute, case, or rule, you must know how to read 
legal citations and also how to determine if the UNI Library has the 
publication which includes the cited law. 

Legal citations generally list the volume or title number, then an 
abbreviation for the legal publication which contains the law, and 
then the page or section number within the volume or title. Examples 
are given below. Legal publication abbreviations are spelled out in 
research guides such as Fundamentals of Legal Research (Reference KF 
240 J3, see appendix). After determining the full title of the publi- 
cation containing the cited law, look up this full title in the card 
catalog; many important legal sources held by the UNI Library are 
listed there. However, a few major legal sources are housed in the 
Documents & Maps area and are not listed in the card catalog. A 
two page "Location Guide to Certain Legal Materials in the UNI Library" 
is available at the Reference Desk and will help in locating major 
O . law sources in the Library. 
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Examples; 
Court cases 

442 U. S. 477 — This a U.S. Supreme Court case which begins on page 
477 of volume 442 of the publication United States 
Reports . 

Codified Lav 

29 U.S.C. 5623 (1976) — This is a reference to section 623 of title 

29 (title number printed on outside of volume) 
of the United States Code , 1976 edition. 

Administrative Rules and Regulations 

43 Fed. Reg. 25,337 (1978)--This a citation to volume 43, page 25, 

337 of the Federal Register , 1978. 

B. Dictionaries, encyclopedias, etc. 

1. Ballentine's Law Dictionary with Pronunciations 
Reference K340.03 B3 1969 

2. Black's Law Dictionary Reference KF156 B53 1979 

3. Corpus Juris Secundum A 75 volume encyclopedia of the law plus 
5 index volumes. Reference K345.5C6 

4. Cyclopedia of the Law of Private Corporations (Fletcher) A 29 
volume encyclopedia of corporation law plus an index volume. 
Reference KF 1414 F55 1974 

5. Dictionary of Selected Legal Terms and Maxims Reference KF156 
B36 1979 

6. Law Dictionary by Steven H. Gitis Reference KF156 G53 

7. Law Dictionary by Max Radin Reference KF156 R3 1970 

8. Legal Thesarus Reference KF156 B856 ' 

C. Indexes 

1. Index to Legal Periodicals Index Tables 

This is a subject and author index to articles appearing in law 
journals. A table of cases commented upon follows the subject 
and author index. 

2. The more general business indexes and abstracts described in 
Part Three, Section Four are helpful for finding articles on 
many law-related topics. 
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Legal Forms - 

1. Fletcher Corporation Forms Annotated Reference KF1411 F55 1972 
A ten volume set of corporation forms plus an index volume. 

2. Gordon's Modern Annotated Forms of Agreement Reference KF801 
A6$G6 1970 

1 volume of forms. 

3. Mo dem Legal Forms Reference KF170 B4 

A 20 set volume of various legal forms plus an index volume. 
Labor Laws 

1. Labor Arbitration Awards (CCH) Reference KF 3423 C6 

A full-text reporter of labor arbitration awards received through- 
out the United States with table of awards and topical index. 

2. Labor Cases (CCH) Reference KF 3310 A2L3 

Full texts of leading federal and state court decisions on labor 
questions. 

3. Labor Law Reporter (CCH) Reference HD 7831 L2 

15 volumes. Loose-leaf. Covers federal and state labor rela- 
tions, employment practices (anti-discrimination laws) , ar^d wage 
and laws rules. Includes laws, administrative rulings, regula- 
tions, court and NLRB decisions and advice memoranda, union 
contract clauses, and arbitration procedures. 

4 # The PERB Information Service Reference KFI 4532.8 P77A5 1974 

Six volumes. Loose-leaf. All Iowa Public Employment Relations 
Board decisions and orders, related court opinions, statistiqal 
data . 

5. Personnel Management: Labor Relations (P-H) Reference HF« 5549 ^ 
P652 <& 

Two volumes. Loose-leaf. Fair employment practices, cost of 
living index, wage and hour laws, equal pay law, labor relations 
(all federal law dealing with labor-management relations), state 
labor laws, enployment of veterans occupational safety and health 
strategies of bargaining, federal orders, federal rules and regu- 
lations issued under federal labor laws. 

6. Personnel Management: Policies & Practices (P-H) Reference HF 
5549 P653 
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Loose-leaf* New and up-to-date ideas for better and more effi- 
cient handling of various personnel problems, including training, 
discipline, job evaluation, employee benefits, etc. Not parti- 
cularly legally oriented. 

7. -Public Employee Bargaining 7 (CCH) Reference KF 5365 A6C6 

Three volumes. Loose-leaf. State laws, cases, and regulations 
covering jaufelic^aector. collective-bargaining- 

8. Public Sector Arbitration Awards Reference KF 3450 P8P83 

9. Workmen's Condensation for Occupation Injuries and Death (Larson) 
Reference KF 3613.4 L33 

Two volumes. The law of workmen's compensation. 

Miscellaneous legal sources — contracts, evidence, insurance. Uniform 
Commercial Code 

1. Anderson on the Uniform Commercial Code Reference KF 890 A58 1977 
%. A nine volume encyclopedia af the Uniform Coimiercial Code. 

2. Cbrfcin Pft^ntracts KF 801 C64 

A multi-volume treatise on the law of contracts^ , ■ — - 

3. Couch Cyclopedia of Insurance Law KF 1160.5 C6 1969 
A multi-volume treatise on the law of insurance. 

4. Insurance Law and Practice KF 1164 A76 

A multi-volume treatise on the law of insurance. 

5. A Treatise on the Law of Contracts (Williston) KF 801 W5 1957 
A multi -volume treatise on the law of contracts. 

6. A Treatise on the Anglo-American System of Evidence... (Wigmore) 
Reference KF 8935 W54 

i A six volume encyclopedia plus index on the law of evidence. 
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Part Five consists of outlines of the procedure to follow in looking for 

information on companies, industries, and other business topics These 
outlines are general, but they 'should help you structure your information 
search and get the work done faster and more effectively. The specific 
sources cited in the outlines are ones frequently used in business research; 
however, your particular project may require consulting other sources, some 
of which are listed in Parts Three or Four. 4 

Company Information 

To locate information on a particular firm such as Deere & Company or Inter- 
national Harvester, follow the steps listed below. The extent of the infor- 
' mation you gather and specific sources you consult will depend on the type 

of conpany (i.e., smal-Por large, private or public) and the purpose of 
your research. 

St£p 1 — Card catalog—The Library has entire books on a few large companies 

sucfr as Coca-Cola, General Motors, and American Telephone & Telegraph. 
Look binder the full, exact nam3 of firm (see Part One for a review 
of card catalog basics) . 

Step 2— -Corporation Annual Reports File—The Library has the latest 10K 

and at least the last five years of annual reports to stockholders 
for some 300 firms. These reports are generally the most detailed 
source of financial information on a firm (see Part Three, Section 
Ten for additional description of this f ile) . 

Step 3 — Consult Moody's Manuals , Value Line , and Standard & Poor's Stock 
Market Encyclopedia— These sources present financial, type-of- 
business, and historical information for the last five to ten years 
depending on the particular source and the size of the company. 
These sources do not present the same information in the same format 
(on a given firm), so you'll probably want to look at all three 
(see Part Three, Section Ten for further description). 

Step 4 — Consult indexes such as Business Periodicals Index , Predi casts, and 

the Wall Street Journal Index (described in Part Three, Section Four). 
You may be able to turn up news or analytical articles about a com- 
pany with the help of these indexes. --Once~you find a citation to 
an article that looks useful, go through the process of determining 
if the Library has the journal running the article, etc. (described 
in Part Two) . 

Step 5— Consult specialized reference sources if required by your search 
topic. For example, if you need information on a certain firm's 
stocks, you might look in a source such as Standard & Poor's Stock, 
Guide . You would .use one of the business literature guides, described 
in Part Three, Section One, and the card catalog to locate specialized 
books on such topics. 



If you find nothing on your firm after going through steps one through five* 
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Step 6 — Look up the company name in Directory of Corporate Affiliations 
(described in the introduction to Part Three , Section Ten) . The 
back part of this directory lists subsidiaries and affiliates in 
alphabetical order, along with the parent firm. One reason for not 
finding anything on a firm in steps one through five above is that 
the firm is a subsidiary. If you discover your company is indeed a 
subsidiary, repeat steps one \through five, looking up the parent com- 
pany name; you may find some information on the subsidiary under the 
parent's name. 

Step 7 — If you haven't found anything on your firm after going through these 
six steps, the reason probably is that the firm is privately held, 
newly formed, small, recently merged, or a specialized service or 
retail, business. You may, be able to find brief information on such 
firms in one of the Library's many directories of companies, Such 
- * as Fairchild Financial Manual of Retail Stores , Million Dollar Direc- 
tory , Thomas Register of Manufacturers , 50,000 Leading Corporations , ^ 
and state lists of manufacturers (e.g., Iowa Directory of Manufac- x 
turers) . 

Some of the industry information sources described in Part Three, 
Section Eight include* information on companies. 

Indus try /Product/Market Information 

To locate information on industries, products, or markets, follow the ^ steps 
listed below. This is a very general suggested approach; the exact strategy 
you follow will depend on the nature of your topic and project. The outline 
assumes a need for comprehehsive information on the given subject. If your 
information needs are more modest, simply go through the relevant steps below 
until you have sufficient material for your purposes. 

Step 1— Look up the industry or product you are researching in the card catalog 
to see if the Library has any book-length studies. Use the Library of 
Congress Subject Headings list (described in Part One) to help iden- 
tify which headings to use. 

Step 2 — Consult general sources such as the following for information on 
the industry: 

Standard & Poor's Industry Surveys 
U.S. Industrial Outlook 

Value Line (see one page summaries at beginning of pages on companies 
in particular industries.) 

Monthly Catalog of U.S. Government Publications (various federal 
government agencies put out fairly long studies of selected indus- 
tries;, the se s tudies can be found by looking in Monthly Catalog's 
subject indexes. The 1979 Monthly Catalog subject index lists, for 
exan?>le, studies of the U.S. wine and brewing industries.) 

The first three sources above are described in Part Three, Section 
Eight; the last source is described in Part Three, Section Four. 
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Step 3—Consult other industry sources listed in Part Three, Section Eight 
which are relevant to your search to£ic. 

Step 4 — Consult guides to business literature described in Part Three, 

Section One. If they list publications likely to be helpful, look 
up their titles in the card catalog (or List of Serials or Documents 

Maps area records, depending on the type of publication) to see 
if the item is in the UNI Library. 

Step 5 — Consult indexes such as Business Periodicals Index and Predicasts , 
described in Part Three, Section Four. 

Step 6 — Consult some or all of the following sources for industry or geo- 
graphic statistics at the national or local level, depending on the 
nature of your project: 

Census of Manufactures 
Census of Retail Trade 
Census of Selected Service Industries 
Census of Wholesale Trade 

Basebook 

Census of Population Described in 

County Business Patterns Part Three, Sections 

MEI Marketing Economics Guide Eight or Nine. 

Survey of Buying Power 

Step 7 — Financial cs\d operating ratios — consult sources such as those 
listed in Part Three, Section Eight (B.) and (E.). 

Step 8 — Consult special indexes to statistics, such as Ame rican Statistics 
Index , ascribed in Part Three, Section Seven. 

General Business Topic Information 

To locate material in the Library on topics other than industries or com- 
panies, that is, on subjects such as job design, capital asset pricing 
model, factory line balancing, discretionary expense centers, or buyer 
behavior- in the fast food industry, follow the steps listed below. They 
provide a very general outline of procedures for a fairly comprehensive 
library' literature search. 

Step 1 — Consult an appropriate encyclopedia, dictionary, or handbook for an 
overview of the topic. Examples of such works covering management 
in. general, personnel, production, finance, accounting, and marketing 
are listed^in Pa'rt Three, Section Two and in various sections of Part 
Four. 

Such sources will give you a clearer understanding of the topic. 
Also, some of them, such as Encyclopedia of Management , list impor- 
tant references you might consult to begin your search. Some of these 
cited references may be books, others articles. In any case, you 
need to check the appropriate library record (i.e., card catalog for 
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books, List of Serials for journals, Documents & Mafcs records for 
U.S. government publi cations) to determine if the cited publication 
is available in the UNI Library- 

This initial reading of a few basic sources on the topic should 
: help you fpcus on a particular aspect of the topic which you will 
research in more detail through the following steps. As you go 
through these steps, consider the adequacy of available library 
, materials on your topic. If there is very little information avail- 
able, you may want to broaden your search topic. If there is "too 
* • much" information available, you might want to focus on a more speci- 

fic aspect of the topic. 

% Step 2 — Consult the Library of Congress Subject Headings (explained in Part 
One) and make a list of subject headings which are closely related 
' to your search topic. Look up these headings in the card catalog 
to see which books the Library has on the topic. Look carefully 
to see if any cards for books under this heading have a bibliography 
, subdivision, such as JOB SATISFACTION-BIBLIOGRAPHY. As explained 
* in Part One, a book with s«ch a subheading is an already compiled 
list of books and other materials on the topic. Sometimes the c 
materials are recciamended as superior works on the topic. If you 
do find a bibliography listed on your topic, retrieve it from the 
stacks and examine it. Select items which look particularly appro- 
priate for your work and check appropriate library records to see if 
they 1 re available in this Library. 

Step 3— Continue at the card catalog, whether ytfu have located a bibliography 
o- not, by checking under the subject headings you previously iden- • 
^ified. Retrieve those books which look best from the stacks and 
e xami ne them. When you retrieve these books, take a look at nearby 
items; you may come across something useful by browsing. 

Step 4 — Consult appropriate indexes and abstracts for journal articles, 
government publications, and other non-book materials. 

Look over indexes and abstracts listed in Part Three, Section Four 
and in Part Four, Sections One through Six. Select what look to 
be appropriate indexes; use subject headings similar to those you 
used at the card catalog. The subject headings used in the indexes 
won't be the same as those used at the catalog, but they will be 
similar. 

After identifying promising article citations in the indexes, con- * 
suit the List of Serials to determine if the library collection 
includes the particular journal. (This process is described in Part 
Two; the process of using indexes tc locate government pub libations 
is explained in Part Three, Section Four-C. ) 

Step 5 — Locate statistical information, if needed . 

Go through the processes described in the company and industries 
outlines if such information is needed. If you want other types 
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of facts and figures, .consult statistics sources and statistics 
finding aids described in Part Three, Section Seven. 

Step 6 — Research mechanics and report preparation. 

The Library has severe*! books which explain how to prepare a report, 
how to write bibliographic citations, and so on. Examples are 
Materials & Methods for Business Research , (Reference H 62 P4645) , 
Turabian's A Manual for Writers of Term Papers, Theses, and Disser- 
tation s (Reference LB 2369 T8, ask for copy at Reference De^k) , and 
American Psychological Association Publication Manual (Reference 
BF 76.J A46 1974, added copy at the Reserve Desk, lower level). 



63 



PART SIX — EXERCISE SOLUTIONS • *>r 

\ 

Part One — Exercise Solutions 

1. & 2. It is a IKS. government, publication, and most U.S. government 
publications are not listed in the catalog. ' Instead, you must \ise special 
indexes such -as Monthly Catalog in the Documents & Maps area. You might 
also try looking up the title in the Documents title card catalog, a small 
catalog in the Documents & Maps area neaf the offices. Use of Monthly 
Catalog is explained- in 'Part Three, Section Four. 

i 

3. HM 133 B84 is the book's calj. number. It is a General Collection book 
shelved* on the upper level of the Library. 

4. 1974 # " 

5. Holt, Rinehart and Winston (of New York) 

6. Yes, on pag^s 189-214. You might consult this bibliography for a list 
of additional books and other publications on the topic. 

7. Small groups; Communication — So'cial aspects f and Communication — Psycho- 
logical aspects are the subject headings assigned to the book A book's 
subject headings, are preceded by- Arabic numerals at the bottom of its catalog 
cards'. When you find a book that is just right for your project, consider 
looking up the other subject headings' listed at the bottom of the card. 
Perhaps one of these other headings is more appropriate for your search 
topic. 

8. No. The topic may be too aew or narrow to have been afforded book- 
length treatment. You may find article^ ->r government publications on the 
topic consulting indexes such as tho'se listed in Part Three, Section Four. 

9. WORK DESIGN is the subject heading you should use. The cards in the 
catalog under "Job Design" are for books whose titles just happen to begin 
with- these two words. 

This procedure unfortunately will not work in all cases. LCSH provides 
such cross reference:? onl y from alternate terms the Library of Congress 
feels people are most likely to use instead of the "correct" term. If 
this procedure does not work for you, you will have to use your imagination 
to come up with other terms which capture the concept, or you might consult 
a subject dictionary such as Dictionary for Marketing Research for ideas. 
If your research topic ^is very precise or a new development, you may have 
to rely on journal articles found with the help of an index such as Business 
Periodicals Index . If you have difficulty in this regard, ask for help at 
the Reference Desk. 

s 10. Work— Psychological aspects. This is a related subject heading in the 
card catalog which you might try. 

11. Look up a heading such as ECONOMICS—DICTIONARIES in the card catalog. 
There you will find several such reference works listed which are likely 
to include discussion of Keynesian economics. 
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12. Yes. Cards are alphabetized on a word-by-word basis rather than on / 
a letter-by-let t$r basis- / 

13: HF The filing rules section jLn Part One states that acronymns / 

5548,5 are filed before words beginning with the same letter* / 
B3B53; " / / 

1975 ■ ' ; 

i > 

14. a) It is shelved in, a special area, the /Reference Collection, wl^ich is 
located on the main floor of the Libx/ary. If a book is shelved in a 
special area, that is, not in the general circulation collection, 
that special area is printed above the call number on the catalog card. 

b) No special^ location, is indicated', so it is a general collection book. 
Such books whose call nunbers begin with A through R are shelved on 
the top floor of the library, with/ the A class books beginning on 
the east side. \ 

\ / • 

' c) The northeast corner of the bottom floor is where general collection 

books whose call numbers begin with S through Z are shelved. 



Note: You will save time in the lon^ run if you copy down the entire 

call number for a book before j/ou leave the card catalog to look 



for the book. 



/ 



15. The third line includes a decimal. W^en call numbers are ^e same except 
for the decimal on the last line, books are arranged by the size of this 
decimal, small to large. The decimal .77iis larger than .755; therefore, 

HF 5415 H77 is shelved after HF 5415 H755 \ 

16. You should consider going to the Circulation Desk to see -if a record 
of the book is on file. If the book is checked out, you can/ fill out a 
"hold'l card. You will be notified when the book has been returned, and the 
book Will be held for you at the Circulation Desk. If the book is overdue, 
it wilt be recalled for you. And if the Circulation Desk has no record of 
the book, you can fill out a "search" card. The Library will conduct a 
search! for the book and notify you when it is found. 

Part Two — Exercise Solution s 

1. Indexes and abstracts typically list journal ^rticle citations. A few 
indexes and abstracts also list books, government^ publication, doctoral 
dissertations, and other types of publications. Abstracts usually include 
summaries of the publications they cite. \ 

2. "Inventory management: the trouble with stock ^urns" 



3. industrial Distribution . Jpurnal abbreviations ^re spelled out at the 



front of BPI . / 
4. A. Silver 



\ 

\ 

\ 



5. The article is illustrated and includes tables. These and other abbre- 
viations are spelled out at the front of BPI . 
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6. The article is in volume 69. The volume number usually is printed on 
the outside of volumes in the Bound Periodicals area. The article is on 
pages 177-179 of the May 1979 issue. 

7. Yes. It is included in the List of Serials . Note the bottom line of 
the entry below: 

V.i- , 19U- 

19U-APR. 1)<8 »S M ILL SJf>»UES 
IACPT M 

per; 5N» 196?- 

The dash and space after 1967 indicates an "open entry." This means the 
library collection includes this journal from 1967 on, and that the library 
still subscribes to the journal. 

In the example below, on the other hand, the placement of a year (1974 in 
this .case) after the dash indicated a "closed entry." This means the library 
collection includes the journal Industrial Training International only for 
the years 1966 through 1974, /and that the Library no longer subscribes. 

INDUSTRIAL TRAINING INT6RNAT IDNAL . 
V.I- • APR. 1^66- 
IACFT L 

PER; 1-9; 1966-197* 

3. 1958 

9. Recent issues are on shelf 12 in the Current Periodicals area. 

10. Issues from 19 72 on (except for recent issues, which are in Current 
Periodicals) are in the Bound Periodicals area. Issues for 1958-1972 
are on microfilm. 

11. PER DESK; CURRENT UNBOUND ISSUES means recent issues are available at 
the Periodicals Desk. * 

12. Yes. Older editions back to 1966 are in the General Collection at the 
same call number. 

13. You can next go to the Circulation Desk to see if a recprd of the 
volume is on file. If there is no record of the periodical, you can fill 
out a "search" card and you will be notified when it is found. If it is 
checked out, you can fill out a "hold" card, in which case you will be 
notified when the periodical is returned. If the isjue you want is" at a 
temporary location, you will be informed if the issue is available. 

Part Three — Exercise Solutions 

1. Agricultural Prices (U.S.D.A.), page 695. You would need to check 
records in the Documents & Maps area to see if the .publication is available 
here, since it is published by the federal government. 

2. Entry on pages 723-729. "How to Plan and Control with PERT" 
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3. Pages 230-232, 258-259. "Psychographie segment ati on involves breaking 
down a market according to the 'lifestyles 1 •or personality characteristics 
of the buyers." 

4. The entry number is 79-7165 for The U.S. Wine Market . 
The Supt. of Documents number is A 1.107:417. 

Yes, it is listed in the Documents shelf list by Supt; of Documents number. 
I& is part of the Agricultural Economic Report Series. Th6 publication 
itself is shelved in the Documents & Maps area. 

5. The SIC number is 365 1610. The title of the first article is "Compe- 
tition in home video cassette recorders is growing stronger." The article 
was published in Barron's National Business & Financial Weekly (abbre- 
viations spelled out at the front of Predi casts ) . According to List of 
Serials the Library does have Barron's . 

6. The , entry number is 59:11300. The article was published in Journal of Applied 
Psychology . According to the List of Serials , the Library does have the 
journal . 

7. Scholarly journals are probably best since the topic j-S somewhat theore- 
tical. Examples of journals likely to be helpful for such a project are 
Academy of Management Review , Administrative Science Quarterly , Journal of 
Applied Psychology , and California Management Review . These and related 
journals are covered by indexes such as Business Periodicals Index , Psycho- 
logical Abstracts , and Personnel Literature . 

8. The contents page on the back cover of issues of Economic Indicators 
lists a section on employment, unemployment, and wages. Note the sub- 
section on selected unemployment rates. According to the June, 1981 issue, 
the requested unemployment rate was 7.4 percent. 

9. Turn to the "Alphabetic Index, Manufacturing Industries," at the back of 
the SIC Manual . There you will find an SIC number for farm machinery and 
equipment: 3523. You could look up this number at the front of the Manual 
to see how this industry is defined in the SIC scheme. Of course, if you 
wanted to find the SIC number for retail, wholesale, or service establish- 
ments, you would turn to the "Alphabetic Index, Nonmanuf acturing" at the 
back of the SIC Manual . 

10. The index at the back of the volume includes an entry for "Television 
sets, production," and gives the page numbers for the data (p. 161). The 
blue pages at the center of the volume are important, because they explain 
the source and derivation of information in the tables on the various pages. 

11. The entry number is 25168-43. The Supt. of Documents classification 
is Y4.Ag8/3:F22/3. This Supt. of Documents classification number is listed 

* in the Documents shelf list; the publication is housed in the Documents 
& Maps area. 

12. Table one of volume one includes figures for the U.S. as a whole. You 
"can skim down the kind of business column at the left of the table until 
you corte to hardware stores, whose total sales were $3,557,373,000. If 
you cannot spot the industry you are researching, you might consult the 

O "IC Manual to determine the correct SIC number^ 

ERIC ' 
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13. The median current ratio was 1.9 for drug stores of all sizes. You 
should have used the statement studies index at the back of the volume to 
locate the page for drug stores. 

14. The SIC number is 208 4000 (This is approximate.). 

The 1978 price index was 168.3 for wine & brandy (20840 005). Notice the 
figure is given for several other years , too. 

15. 3.8 percent (on page 12) 

16. Marlboro had 17.79 percent share in 1980. You should have used the 
industry index at the front of volume one to locate the section on tobacco. 

17. yes: Annual Business Survey; Men's Store Operating Experiences , pro- 
duced by the Menswear Retailers of America (Reference HD 9940 U4M4 1979). 
This type of report can be found by looking up an appropriate subject 
heading in the card catalog. Another approach is to look up the industry 
in a guide to business literature (see Part Three, Section One) . 

18. "Cyclical, dependent primarily on weather conditions. . ." (page 261). Y 
answer may vary if you used a different edition. 

19. The figure for Exxon was 5.4 Percent, 7.5 percent for the industry. 
You could have found the page for Exxon by turning to the company name 
index at the front of volume one (around page three) . Pages for companies 
in the industry are grouped together and are preceded by a single page on 
the industry as a whole. 

20. Note the first volume of this series is a United States summary volume. 
The. rest of the set consists of one or more volumes for each state. Turn 
to the table finding guide inside the front cover of the Iowa volume. 

Scan down the subject column until you come to the major subheading OCCUPA- 
TIONS (on the right of the two pages) . Scanning down the counties column, 
you will find that table 122 deals with "Occupation: By employment charac- 
teristics" at the county level. Turning to table 122 (table numbers are 
given at the top of the page) )\you will see there is a column for each 
Iowa county. Looking down the column for Linn County, you will find the 
number of engineers in this county was 1,720 in 1970. 

21. 1978: 61 1975: 54 1972:58 

22. The entry for rice lists characteristics of heavy users such as ethnic 
background, large families, and living in South. The first few pages 
explain how to read the tables. 

23. The tables in this source are arranged by state. In the Iowa section 
you should find a table for metro area effective buying income. The 
figures for Water loorCedar Falls are broken down by city; the percent of 
Cedar Falls households in the highest income group was 31.2 in 1978. 
Effective buying income and other terms used in this source are explained 
at the front of the volume. The figure you found may be slightly different 
if you used a later edition. 



PART SIX 



67 



24. Look up the company name in the blue pages index at the front of the 
volume. Turning to the pages for Coca-Cola (Del.) you will see the requested 
figure is $4,961,402,000. 

25. Not as such. Montgomery Ward is a subsidiary of Mobil Oil, and you 
will have to look in the Mobil report to find information on Ward. The 
two drawer card catalog on top of the cabinets includes a cross reference 
from Montgomery Ward to Mobil. This card catalog file does not include 
cross references from all subsidiaries to all parent firms, however. If 
you suspect you are not finding information on a company because it is a 
subsidiary , you could consult the Directory of Intercorporate Affiliation 
(Reference HF 4057 A219 1979) to determine the parent corporation. 

26. The company may be privately held, it may be a subsidiary of another 
firm, and it may be very small. See Part Five for a list of suggested 
next steps. 



